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PROFESSIONAL AND ADMINI TIVE OCCUPATIONS 
ACCOUNTANT 


Performs professional operating or cost accounting work req 
knowledge of the theory and practice of recording, classifying, examining, 
and yzing the data and records of financial transactions. The work 
generally requires a bachelor’s degree in accounting or, in rare instances, 
equivalent experience and education combined. Positions covered by this 
definition are characterized by the inclusion of work that is analytical, 
creative, evaluative, and advisory in nature. The work draws upon and 
requires a thorough knowledge of the fundamental doctrines, theories, 
principles, and terminology of accountancy, and often entails some 
understanding of such related fields as business law, statistics, and 
general management. (See also chief accountant.) 


Professional responsibilities in accountant positions above levels I 
and II include several such duties as: 


analyzing the effects of transactions upon account relationships; 
evaluating alternative means of treating transactions; 


planning the manner in which account structures should be 
developed or modified; 


assuring the adequacy of the accounting system as the basis for 
reporting to management; 


considering the need for new or changed controls; 


projecting accounting data to show the effects of proposed plans on 
a investments, income, cash position, and overall financial 
condition; 


interpreting the meaning of accounting records, reports, and 
statements; 


advising operating officials on accounting matters; and 


recommending improvements, adaptations, or revisions in the 
accounting system and procedures. 


Accountant I and II positions provide opportunity to develop ability to 
perform professional duties such as those enumerated above. 


In addition to such professional work, most accountants are also 
responsible for assuring the proper recording and documentation of 
transactions in the accounts. They, therefore, frequently direct 
nonprofessional personnel in the actual day-to-day maintenance of books 
of accounts, the accumulation of cost or other comparable data, the 

reparation of standard reports and statements, and similar work. 
Positions =e such supervisory work but not including professional 
duties as described above are not included in this description.) 


‘ Excluded are accountants whose principal or sole duties consist A 
esigning or imp accounting systems or other nonoperating s 
work, e.g., budget is Enamaiel ancieaia. financial forecasting, tax 


a etc. e criteria that follow for distinguishing among the 
omen y Se of work are inappropriate for such jobs.) Note, however, 
that professional accountant positions with responsibility for recording 
or reporting accounting data relative to taxes are included, as are other 
operating or cost accountants whose work includes, but is not limited to, 
improvement of the accounting system. 


Some accountants use electronic data processing equipment to 
process, record, and report accounting data. In some such cases the 
machine unit is a subordinate segment of the accounting system; in 
others it is a separate entity or is attached to some other organization. 

In either instance, provided that the primary responsibility of the 
position is professional accounting work of the type otherwise included, 
the use of data poeguasing equipment of any type does not of itseif 
— a position from the accountant description nor does it change its 
evel. 


Accountant I 1401 


General characteristics. At this be ng professional level, the 
accountant learns to apply the principles, theories, and concepts of 
accounting to a specific system. The position is distinguishable from 
nonprofessional positions by the variety of assignments; rate and scope 
of development expected; and the existence, implicit or explicit, of a 
planned training program designed to give the et ee oe accountant 
practical experience. (Terminal positions are excluded.) 


Direction received. Works under close supervision of an experienced 
accountant whose guidance is directed primarily to the development of 
the trainee’s professional ability and to the evaluation of advancement 
potential. Limits of assignments are clearly defined, methods of 
procedure are specified, and kinds of items to be noted and referred to 
supervisor are identified. 


Typical duties and responsibilities. Performs a variety of accounting 
tasks such as: examining a variety of financial statements for 
completeness, internal accuracy, and conformance with uniform 
accounting classifications or other specific accounting requirements; 
reconciling reports and financial data with financial statements already 
on file, and pointing out apparent inconsistencies or errors; carrying out 
assigned steps in an accounting analysis, such as computing standard 
ratios; assembling and summarizing accounting literature on a given 
subject; poaperins relatively simple financial statements not involving 
problems o — a and preparing charts, tables, and 
other exhibits to be used in reports. In addition, may also perform some 
nonprofessional tasks for training purposes. 


Responsibility for the direction of others. Usually none. 


Accountant II 1402 


aan = hi. sees and — bavend the 
tion accounting practices and concepts 
mere application of detailed ner ney Le instructions. Initial ts 


ion Aaltcad Us canal tonal capantanae anh to dante toaieee 
j ent in the application of basic accounting techniques to simple 
. Is to be competent in the application of standard 
ures and requirements to routine tramsactions, to raise questions 
about tmnusual or questionable items, and to suggest solutions. 


Direction received. Work is reviewed to verify accuracy and 
unusual problems, and to insure ormance with required 
manne and special instructions. 


Typical duties and responsibilities. Performs a variety of accoun 
tasks, e.g., — routine er papers, schedules, exhibits, and 
summaries indicating the extent of the examination and presenting and 
supporting findings and recommendations. Examines a of 
a eee to verify accuracy of computations and to 
ascertain that all transactions are properly supported, are in accordance 


with pertinent policies and procedures, and are classified and recorded 
according to acceptable accounting standards. 


Responsibility for the direction of others. Usually none, although 
sometimes responsible for supervision of a few clerks. 


Accountant III 1403 


General characteristics. The accountant at this level applies well 
established accounting principles, theories, concepts, and practices to 
pee difficult problems. Receives detailed instructions concerning 
the accounting system and its objectives, the policies and 
procedures under which it is operated, and the nature of changes in the 
system or its operation. Characteristically, the accounting system or 
assigned segment is stable and well established (i.e., the basic chart of 
accounts, classifications, the nature of the cost accounting system, the 
report requirements, and the procedures are changed infrequently). 


Depending upon the work load involved, the accountant may have 
such assignments as supervision cf the Gay-to-say operation of: (a) the 
entire system of a relatively small organization; (b) a major ——_ (e.g.. 
general accounting, cost accounting, financial statements and reports) of 
a som:what larger system; or (c) in a complex om. — be assigned 
to a relatively narrow and specialized segment dealing with some 
problem, function, or portion of work which is appropriate for this level. 


Direction received. A higher level professional accountant normally is 
available to furnish advice and assistance as needed. Work is reviewed 
for technical accuracy, adequacy of professional judgment, and 
compliance with instructions through spot checks, appraisal of results, 
subsequent rrocessing, analysis of reports and statements, and other 
appropriate means. 
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Typical duties and responsibilities. The primary responsibility of 
most positions at this level is to assure that the assigned day-to-day 
operations are carried out in accordance with established accounting 
ae ed pee og and objectives. The accountant performs such 
= work as: d nonstandard opens and statements 
e.g., those containing cash forecasts ange interrelations of 
accounting, cost budgeting, or comparable information); interpreting and 
on cone © Guines Soe standards; projecting data into the 

ture; predicting ects of changes in operating ee or 
identifying management informational needs, and ing account 
structures or reports accordingly. 


perso Lnowiedee of the 
application of well-established principles and practices. 


Responsibility for the direction of other. in most instances is 
responsible for supervision of a subordinate nonprofessional staff; may 


coordinate the work of lower level professional accountants. 


Accountant IV 1404 


General characteristics. At this level the accountant applies well- 
established accounting principles, theories, concepts, and practices to a 
wide variety of difficult problems. Receives instructions concerning the 
objectives and operation of the overall accounting system. Compared 
with level III, the accounting system or assigned segment is more 
complex, i.e., (a) is relatively unstable, (b) must adjus* to new or 
—— Lay wy environments, (c) is substantially larger or (d) is 
complicated by the need to provide and coordinate separate or 
specialized accounting treatment and reporting (e.g., cost accounting 

standard cost, process cost, and job order techniques) for different 
internal operations or divisions. 


Depending upon the work load and degree of coordination involved, 
the accountant [IV may have such assignments as the supervision of the 
— Re ) tion of: (a) ‘a entire accounting system which has a few 
relatively stable accounting segments; (b) a major segment (e.g.. eral 
accounting, cost accounting, or financial statements and reports) of an 
accoun system serving a larger and more cc «plex organization; or (c) 
in a complex system, may be assigned to a relatively nurrow and 
specialized segment ae pe with some problem, function, or portion of 
work which is of the level of difficulty c cteristic of this level. 


Direction received. A higher level accountant normally is available to 
furnish advice and assistance as needed. Worck is reviewed by spot 
checks and appraisal of results for adequacy of professional judgment, 
compliance with instructions, and overall accuracy and quality. 
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ies and responsibilities. As at level Ill, a primary 
characteristic of most positions at this level is the responsibility of 
an accounting system or major segment of a system in the 
intended manner. 


The accountant IV exercises professional judgment in making 
frequent, appropriate recommendations for: new accounts; revisions in 
the account structure; new types of ledgers; revisions in the: r 

oF CUNSEEETY SROGEE Changie S Seeaeeeeels Fees Me Sse 
< SStRERED. ROW OF DURREN SOREIEN Chaeeeens or tions; etc. 4 
makes day-to-day decisions concerning accounting treatment 
financial transactions and is expected to recommend solutions to 
complex problems beyond incumbent's scope of responsibility. 


e direction of others. Accounting staff supervised, 
rofessional accountants. 


Accountant V 1405 


ples, theories ht  « sol - ~ 
— . , concepts, practices to ution 

or which no clear precedent exists or performs work which is of greater 
than average res ty due to the nature or magnitude of the 
assigned work. ties at this level, in contrast to accountants 
eh ee erie ennnasnnna Gham Staeaene. S Se 
solution of more complex technical . Work of 
accountants V is more directly concerned with what the accounting 


eystem lor t) should be, what and ures 
be established or revised, —) =15' 7 as well as 
the accounting meaning of the data included in the and 


statements for which are responsible. Typically level of work 
Sialaaiat> dod aaneuiionh cant ae a e nature of the 


concern for the accoun system and its operations, but not in terms of 
the breadth or scope of reapeneieaity. 


Examples of assignments characteristic of this level are su on of 
the day- of: (a) an entire accounting system which has a 
few relatively complex accounting segments; (b) a major segment of a 
larger and more complex accoun system; (c) an entire accounting 

tem (or major segment) that is relatively stable and conventional when 

e work includes cant responsibility for accoun system design 
= bn ap my pati — , May me A : 
re narrow and s segment with some em, 
function, or portion of work which is itself of the level of difficulty 
characteristic ~f this level. 


. An accountant cf higher level normally is 
available to advice and assistance as needed. Work is reviewed 
for quay of professional judgment, compliance with instructions, and 
overall ty. 


q 


Typical duties and responsibilities. The accountant V performs such 
professional work as: cipating in the development and coordinating 


the implementation of new or revised accounting systems, and initiating 
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necessary instructions and procedures; assuring that accounting 
reporting systems and procedures are in compliance with established 
administrative policies, regulations, and acceptable accounting practices: 
| technical advice and services to operating managers 

interpreting accounting reports and statements, and identifying = 
areas; and evaluating complete assignments for conformance wi 
applicable policies, seouietione. and tax laws. 


‘ion of others. Accounting staff supervised 
includes professional accountants. 


Accountant VI 1406 


» 4) a 
unique, or nonrecurring complex 17 gat -y 
Pl same bg Implementation of 
Ecco Giltcult and el tvanter sonmialatite Bb jt, - 
unusual nature, magnitude, importance, or overall impact of the work on 


the accounting program. 


At this level the accoun tis us 
i.e., (a) is unstable, cast cheat to a a 
needs of organization, fj py—+ -4, 
specialized or individualized reports. 


ee te field (eg, cost accounting. tax accounting, etc.). 


Direction received. A higher level professional accountant is ——~y- J 
aveilable to furnish advice as needed. Work is reviewed for ad 


equacy of 
professional judgment, compliance with instructions and policies, and 
overall quality. 


Typical duties and responsibilities. Accountants at this level are 
= ted complete de pe | m higher authority to establish and 


ement new or revised accounting policies and procedures. 
solpemtanen VI participate in decision- sessions with operating 
who have policy-making authority for their subordinate 

tions or establishments; recommend management actions or 
alternatives which can be taken when accounting data disclose 
unfavorable trends, situations, or deviations; and assist management 
officials in app financial data and information to the solution of 
administrative and operating problems. 


ge ep Accounting staff supervised 
gen includes professional accountants. 


Note: Excluded are accountants above level VI whose principal 
function is to direct, manage, or administer an accounting in 
that they are primarily concerned with the administrative, ove beadinetary. 
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and cy matters of the program rather than the actual supervision of 
the cay epenaiiane © Se saosuaiang pengram. Sip tape ware 
requires extensive managerial ability as as superior professional 
competence in order to cope with the technical accounting and 


management encountered this level of work involves 
responsibility for more than one accounting activity (e.g.. cosi 
accounting, sales accounting, etc.). 


he Gs tap tocienten’ eapert th aosounting, t siqpeneies Bs Oe 
minim 


overall direction of an entire accounting , um 
accounting program includes: (1) aeaalll oaimantian (assets, liabilities. 
income and tal accounts, incl 


cage Nye pent = pw heey ee A ie it lost one 
Cr ERE HVSRENS CODES. Cty Sak CUteREE, Cus 
Seen Peapeny esunting, S apse Secures, oo 
include such activities as payroll and timekeeping. mechanical 
or electronic data processing tions which are an adjunct of the 
accounting system. ty for an internal audit program is 
typically not included.) 


The responsibilities of the chief accouritant include al] of the following: 


1. ; 
accounting system to meet the needs of the organization: 


2. supervising, either directly or through subordinate 
supervisors, the operation of the system with full 
management responsibility for the quality and quantity of 
work performed, training and development of subordinates, 
work scheduling and review, coordination with other parts of 
the organization served, etc.; and 


3. emt nn beype » oon 2 eae such as a 
comptroller, advisory services to management 
officials of the organization served Ay 


a. the status of financial resources and the financial 
trends or results of o tions as revealed 
accounting data, and sel a manner 
presentation that is mean 1 to management; and 


b. methods of engueving operations as suggested by an 
expert knowledge of accounting, e.g., proposals for 
improving cost control, property management, credit 

and collection, tax reduction, or similar programs. 


Excluded are Tr with responsibility for the accounting 
if they also include (as a major part of the job) responsibility for 
oe work measurement; 0 tion, methods, procedures 
studies; or similar nonaccounting functions. (Positions of such breadth 
are sometimes titled comptroller, budget and accounting manager, 
financial manager, etc.) 
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Some positions responsible for supervising general accoun and 
one or more other major accounting activities but which do not fully 


meet all of the responsibilities of a chief accountant specified above may 
be covered by the descriptions for accountant. 


Chief accountant jobs which meet the characteristics described are 
classified by level of work according to (a) authority and res ty, 
wor dng technical complexity, using the table which follows definitio 


Authority and Resposibi) vy 
AR-1 


The accounting system (i.e., accounts, procedures, and reports to be 
used) has been in considerable detail by higher levels in the 
ae. chief accountant has final, unreviewed authority 
wi the tem, to expand it to fit the particular needs of 


the organization . ¢.g., in the following or comparable ways: 


providing greater detail in accounts and reports or financial 
statements, 


establishing additional accounting controls, accounts, 
subaccounts, and subsidiary records; and 


providing special or interim reports and statements needed by the 


manager responsible for the day-to-day operations of the 
organization served. 


This de of authority is typi found at a subordinate 
csteninoienent (e.g., plant, regional office, etc.) 


AR-2 


The basic accoun system is prescribed in broad outline rather 
than in specific detail. e certain major financial reports, overall 
accounts, and general —— are required by the basic system, the chief 
accountant has broad latituce and authority to decide the — 
methods, procedires, accounts, reports, etc., to be used within the 
organizational segment served. roval must be secured from er 
levels only for those changes which would bas:-ally affect the b 

-— ents prescribed by such higher levels. Typical responsibilities 
include: 


evaluating and —— final action on recommendations pepgenee 
by subordinate establishments for changes in aspects of the 
accounting system or activities not prescribed by higher authority; 


extending cost accounting operations to areas not previously 
covered; 


instituting new cost accounting procedures; 
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expanding the utilization of computers within the accounting 
process; and 


pre accounting reports and statements reflecting the events 
an poageees of the entire organization for which incumbent is 
responsible, often consolidating data submitted by subordinate 
segments. 


This degree of authority is most plea Sent at intermediate 
organizational levels such as a division, subsidiary, State, or agency 
headquarters. It is also found in some headquarters situations where 
the any of the chief accountant is less extensive than is described 
in AR-3. 


AR-3 


Has complete responsibility for establishing and maintaining the 
framework for the basic accounting system used in the overall 
or tion (e.g, company, State government) subject only to general 
policy guidance and control from a hig’.er level official responsible for 
general financial management. Typicai . esponsibilities include: 


of the accounting system and 
the specific accounts to be used; 


devising and preparing accounting reports and statements 
req to meet management's needs for data; 


establishing basic accounting policies, interpretations, and 
procedures; 


reviewing and taking action on proposed revisions to the 
company’s accounting system suggested by subordinate units; and 


taking final action on all technical accounting matters. 


Characteristically, participates extensively in broad management 
processes by providing accounting advice, interpretations, or 
recommendations based on data accumulated in the accounting system 
and on professional judgment and experience. 


Technical Complexity 
TC-1 


The organization which the accounting program serves has relatively 
few functions, products, work processes, etc., and these tend to be stable 
and porere eg The accounting system operates in accordance with 
well-establis J pe pace and practices or those of equivalent difficulty 
which are typical of that industry. 
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TC-2 


The or, tion which the accounting program serves has a 
relatively large number of functions, products, work processes, etc., 
which require substantial and frequent adaptations of the basic system 
to meet management needs (e.g., adoption of new accounts, 
subaccounts, and subsidiary records; revision of instructions for the use 
of accounts; improvement or expansion of methods for accumulating and 
reporting cost data in connection with new or changed work processes). 


TC-3 


provide for the solution of problems for which no clear precedents 
exist; or 


provide for the development or extension of accounting theories 
and practices to deal with problems to which these theories and 
practices have not previously been applied. 


Subordinate Staff 


In the table that follows, the number of professional accountants 
supervised is recognized to be a relatively crude criterion for 

distinguis between various levels. It is to be considered less 
important in the matching process than the other criteria. In addition to 
the staff of professional accountants in the system for which the chief 
accountant is responsible, there are clerical, machine operation, 
bookkeeping, and related personnel. 
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hief level 


and Technical Subordinate Professional 
Level Responsibility 1/ Complexity 1/ Accounting Staff 


AR-1 


TC-1 


Only one or two professional 
accountants, who do not ex- 
ceed tiie accountant III job 
definition. 


II 
(1422) 


or 


or 


TC-2 


TC-1 


About 5 to 10 professional 
accountants, with at least 
one or two matching the ac- 
countant IV job definition. 


About 5 to 10 professional 
accountants. Most of these 
match the accountant III job 
definition, but one or two 
may match the accountant IV 
job definition. 


Only one or two professional 
accountants, who do not ex- 
ceed the accountant IV job 
definition. 


Il 
(1423) 


or 


or 


About 15 to 20 professional 

accountants. At least one or 
two match the accountant V 
job definition. 


About 15 to 20 professional 
accountants. Many of these 
match the accountant IV job 
definition, but some +f 
match the accountant V job 
definition. 


About 5 to 10 professional 
accountants. Most of these 
match the accountant III job 
definition, but one or two 
may match as high as 
accountant V. 
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IV AR-2 TC-3 About 25 to 40 professional 

(1424) accountants. Many of these 
match the accountant V job 
definition, but several may 
exceed that level. 


AR-3 TC-2 About 15 to 20 professional 
accountants. Most of these 
match the accountant IV job 
definition, but several may 
match the accountant V and 
ne ‘a two may exceed that 
evel. 


or 


Vv AR-3 TC-3 About 25 to 40 professional 

(1425) accountants. Many of these 
match the accountant V job 
definition, but several may 
exceed that level. 


1/ AR-1,-2, and-3 and TC-1,-2, and -3 are explained on the preceding pages. 


AUDITOR 


Performs professional auditing work requiring a bachelor’s degree in 
accounting or, in rare instances, equivalent experience and education 
combined. Audits the financial records and practices of either an entire 
organization (e.g., company, government), or of its divisions or other 
components to appraise systematically and verify the accounting 
accuracy of records and reports and to assure the consistent — 
of accepted accounting principles. Evaluates the adequacy of the 
accounting system and internal financial controls. Makes appropriate 
recommendations for improvement as necessary. To the extent 
determined yt examines the transactions entering into the 
balance sheet, and the transactions entering into income, expense, and 
cost accounts. 


Determines: 
l. The existence of recorded assets (including the observation 
of the taking of physical inventories) and the all 
inclusiveness of recorded liabilities. 


2. The accuracy of financial statements or reports and the 
fairness of presentation of facts therein. 


3. The propriety or legality of transactions. 


4. The degree of compliance with established policies and 
procedures concerning financial transactions. 
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Excluded from this definition are: 


a. auditors primarily examining or reporting on the financial 
ement of internal operations. These auditors evaluate 
such matters as: (1) The operation's degree of compliance 
with the principles of sound financial management; and (2) 
the effectiveness of management and operating controls; 


b. auditors assigned to audit programs which are confined on a 
relatively permanent basis to repetitive examination of a 
limited area of operations and accounting processes, e.g., 
accounts payable and receivable; payroll; physical inventory; 
and branch offices which do not have complete accounting 
systems. This does not preclude positions responsible for 
performing a segment of an audit {i.e., ren individual 
— on a balance sheet, rather than the entire ce 
sheet), as slates to the f E 


c. EDP auditors. These positions require an extensive 
knowledge of computer systems, programming, etc. 


Auditor I 1411 


General characteristics. As a trainee auditor at the enterin 
professional level, performs a variety of routine assignments. ically, 
the trainee is rotated through a variety of tasks under a planned training 
program designed to provide practical experience in applying the 
principles, theories, and concepts of accounting and auditing to specific 
situations. (Terminal positions are excluded.) 


Direction received. Works under close supervision of an experienced 
auditor whose guidance is directed primarily to the development of the 
trainee’s professional ability and to the evaluation of advancement 
potential. Limits of assignments are clearly defined, methods of 
procedure are specified, and kinds of items to be noted and referred to 
supervisor are identified. 


Typical duties and responsibilities. Assists in making audits by 
performing such tasks as: verifying the accuracy of the balances in 
various records; examining a yp aw AS types of documents and vouchers 
for accuracy of computations; checking transactions to assure they are 
properly documented and have been recorded in accordance with correct 
accounting classifications; verifying the count of inventories; preparing 


detailed : ments, schedules, and standard audit working papers; 
countins and other assets; and preparing simple reconciliations 
and simi! netions. 

Auditor II 1412 


General characteristics. At this level the professional auditor serves 
as a junior member of audit team, independently performing selected 
portions of the audit which are limited in scope and complexity. 
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Auditors at this level typically have acquired knowledge of overall 
operations, policies, and procedures. 


Direction received. Detailed instructions are furnished and the work 
is reviewed to the extent necessary to verify its general accuracy and 
coverage of unusual problems, and to insure conformance with required 

rocedures and special instructions. Any technical problems not covered 
y instructions are brought to the attention of a superior. 


ibili . Applies knowledge of accounting 

and audit practices to a variety of relatively simple professional 
problems in audit assignments, including such tasks as: the verification 
of reports against source accounts and records to determine their 
reliability; reconciliation of bank and other accounts and verifying the 
detail of recorded transactions; detailed examinations of cash receipts 
and disbursement vouchers, payroll records, requisitions, work orders, 
receiving reports, and other accounting documents to ascertain that 
transactions are properly supported and are recorded correctly from an 
accounting or regulatory standpoint; or preparing working papers, 
schedules, and summaries. 


Auditor Ill 1413 


General characteristics. Work at this level consists of the audit of 
operations and a pecceaeee that are relatively stable, well- 
established, and typical of the industry. The audits primarily involve the 
collection and analysis of readily available findings; there is previous 
audit experience that is directly a ze the audit reports are 
normally prepared in a prescri ormat using a standard method of 
presentation; and few, if any, major pee are anticipated. The work 
performed requires the onaieeiian of substantial knowledge of 
accounting principles and practices, e.g., bases for distinguishing among 
capital maintenance and operating expenses; accruing reserves for taxes; 
and other accounting considerations of an equivalent nature. 


Direction received. Work is normally within an established audit 
— and supervision is provided by a higher level auditor who 
outlines and discusses assignments. Work is spot checked in progress. 
Completed assignments are reviewed for adequacy of coverage, 
soundness of judgment, compliance with professional standards, and 
adherence to policies. 


. The auditor examines 
transactions and verifies accounts; observes and evaluates accounting 
procedures and internal controls; and prepares audit working papers 
and submits an audit report in the required pattern containin 
recommendations for needed changes or improvements. Usually is 
responsible for selecting the detailed audit methods to follow, choosing 
the audit sample and its size, mane the extent to which 
discrepancies need to be investigated, and deciding the depth of analyses 
required to support reported findings, and conclusions. 
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Examples of assignments i~volving work at this level: 


1. Asateam leader .. working alone, independently conducts 
audits of the complete accounts and related operations of 
smaller or less complex organization (e.g., involving a 
centralized accounting system with few or no subordinate, 
subsidiary, or branch accounting records) or of comparable 
segments of larger organizations. 


2. Asamember of an audit team, independently accomplishes 
varied audit assignments of the above descri 
characteristics, typically major segments of complete audits, 
or assignments otherwise limited in scope, of larger and 
more complex organizations (e.g., complex in that the 
accoun system entails cost, inventory, and comparable 
s systems integrated with the general accounting 
system). 


Illustrative of such assignments are the audit and initial review of the 
accounting treatment and validity of reporting of overhead expenses in a 
large manufacturing or mainte »ance organization (e.g., major repair yard 
of a railroad); or the checking, verification, and balancing of all accounts 
receivable and accounts payabie; or the analysis and verification of 
assets and reserves; or the inspection and evaluation of accounting 
controls and procedures. 


Auditor IV 1414 


General characteristics. Auditors at this level are experienced 
professionals who apply a thorough knowledge of accounting principles 


and theory in connection with a variety of audits. Work at this level is 
characte by the audit of or tions and accounting processes 
which are complex and difficult use of such factors as: presence of 
new or changed programs and accounting systems; existence of major 
specialized accounting functions “. cost accounting, inventory 
accounting, sales accounting) in addition to general accounting; need to 
consider extensive and complicated pny! requirements; lack of or 
difficulty in obtaining information; and other similar factors. ically, a 
variety of different — are encountered over a period of time, 
e.g., one year. The audit reports prepared are comprehensive, explain 
irregularities, cite rules and re ulations violated, recommend remedial 
actions, and contain analyses of items of special importance or interest 


to management. 


Direction received. With an established audit program, has 
responsibility for independently planning and executing audits. 
Unusually difficult problems are discussed with the supervisor who also 
reviews completed assignments for adherence to principles and 
standards and the soundness of conclusions. 


Typical duties and responsibilities. Auditors at this level have full 
responsibility for planning the audit, including determination of the 
aspects to emphasize, methods to be used, development of nonstandard 
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or specialized audit aids, such as questionnaires, etc., where previous 
audit experience and plans are of limited applicability. 


Included in the scope of work that characterizes this level are such 
functions as: evaluation of methods used for determining depreciation 
rates of equipment; evaluation of assets where original costs are 
pm np gp of the reliability of ep and reporting 

tems; of cost accounting systems and cost reports to 
svaluate the basis for cost and price setting; and evaluation of 


accounting procurement and supply management records, controls, and 
procedures; and many others. 


Examples of assignments involving work at this level: 


1. Asa team leader or working alone, independently plans and 
conducts audits of the complete accounts and related operations of 
relatively \arge and complex organizations (e.g., complex in that the 
accounting system entails cost, inventory, and comparable 
s ized accounting integrated with the general 
accounting system) or of company branch, subsidiary, or affiliated 

tions which are individually of comparable size and 
complexity. 


2. Asamember of an audit team, independently plans and 
accomplishes audit assignments that constitute major —__~ of 
audits of very large and complex organizations, for example, those 
with financial responsibilities so great as to involve s 
subordinate, subsidiary, or affiliate accounting systems that are 


complete in themselves. 

Note: Excluded from level IV are auditors who, as team 
leaders or working alone, conduct complete audits of 
very and complex organizations, for example, 
th th financial responsibilities so great as to 


involve specialized subordinate, subsidiary, or affiliate 
accounting systems that are complete in themselves; 
or are team members assigned to major segments of 
audits of even larger or more complex organizations. 
Also excluded are positions primarily responsible for 
overseeing multiple concurrent audits. 


Performs professional —— work in a public accounting firm. 
Work requires at least a bachelor's degree in accounting. Participates in 
or conducts audits to ascertain the fairness of financial representations 
made by client companies. May also assist the client in improving 
accoun procedures and operations. 


Examines financial reports, accounting records, and related 
documents and practices of clients. Determines whether all important 
matters have been disclosed and whether procedures are consistent and 
conform to acceptable practices. Samples and tests transactions, 
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internal controls, and other elements of the accounting system(s) as 
needed to render the accounting firm's final written opinion. 


Excluded are positions which do not require full professional 
accounting training. Also excluded are specialist positions in tax or 
management advisory services. 


Public Accountant I 1431 


General characteristics. As an ey | level public accountant, serves 
as a junior member of an audit team. classroom and on-the-job 
training to provide practical experience in applying the principles, 
theories, and concepts of accounting and au to specific situations. 
(Positions held by trainee public accountants with advanced degrees, 
such as MBA's are excluded at this level.) 


Direction received. Complete instructions are furnished and work is 
reviewed to verify its accuracy, conformance with required procedures 
and instructions, and usefulness in facilitating the accountant's 
professional growth. Any technical problems not covered by instructions 
are brought to the attention of a superior. 


es : . Carries out basic audit tests and 
p ures, such as: ve rts against source accounts and 
records; reconciling bank and other accounts; and examining cash 


receipts and disbursemerts, oo records, requisitions, 
reports, and other accounting documents in detail to ascertain that 
transactions are properly supported and recorded. Prepares selected 


portions of audit working papers. 
Public Accountant II 1432 


General characteristics. At this level, the public accountant carries 
out routine audit functions and detail work with relative independence. 
Serves as a member of an audit team on assignments planned to provide 
exposure to a variety of client organizations and audit situations. 

Specific assignments depend upon the difficulty and complexity of the 
audit and whether the client has been previously audited by the firm. 

On moderately complex audits where there is previous audit experience 
by the firm, accomplishes complete segments of the audit (i.e., functional 
work areas such as cash, receivables, etc.). When ——- to more 
complicated audits, carries out activities similar to public accountant I. 


Direction received. Works under the supervision of a higher level 
public accountant who provides instructions and continuing direction as 
necessary. Work is spot checked in - and reviewed upon 
completion to determine the adequacy of procedures, soundness of 
judgment, compliance with professional standards, and adherence to 
clearly established methods and techniques. All interpretations are 
subject to close professional review. 


Typical duties and responsibilities. Carries out a variety of sampling 
and ey pe wee in accordance with the prescribed audit program, 
including the examination of transactions and verification of accounts, 
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the analysis and evaluation of accounting practices and internal 
controls, and other detail work. Prepares a share of the audit working 
papers and participates in drafting reports. In moderately complex 
audits, may assist in selecting cepmeestete tests, samples, and methods 
commonly applied by the firm and may serve as primary assistant to the 
accountant in charge. In more complicated audits concentrates on detail 
work. Occasionally may be in charge of small, uncomplicated audits 
which require only one or two other subordinate accountants. Personal 
contacts us involve only the exchange of factual technical 
information and are usually limited to the client's operating accounting 
staff and department heads. 


Public Accountant III 1433 


General characteristics. At this level the public accountant is in 
charge of a complete audit and may lead a team of several subordinates. 
Audits are csuslly accomplished one at a time and are typically carried 
out at a single location. The firms audited are typically moderately 
complex, and there is usually previous audit experience by the firm. The 
audit conforms to standard procedural guidelines, but is often tailored to 
fit the client's business activities. Routine procedures and techniques 
are sometimes inadequate and require adaptation. Necessary data are 
not always readily available. When assigned to more difficult and 
complex audits (see level IV), the accountant may run the audit of a 
a component or serve as the primary assistant to the accountant in 
charge. 


Direction received. Works under the general supervision of a higher 
level public accountant who oversees the operation of the audit. Work is 
performed independently, applying wy y accepted accountin 
principles and audi standards, but assistance on difficult technical 
matters is available. Work may be checked occasionally during progress 
for appropriateness and adherence to time requirements, but routine 

, methods, techniques, and procedures applied at the work site 
are expected to be correct. 


Typical dutles and responsibilities, Is responsible for carrying out the 
technical features of the audit, leading team members and personally 


performing the most difficult work. Carries out field work in accordance 
with the general format prescribed in the audit program, but selects 
specific methods and types and sizes of samples -: ij tests. Assigns work 
to team members, furnishes guidance, and a.» work loads to 
accommodate daily priorities. Thoroughly re , work performed for 
technical accuracy and adequacy. Resolves cipated preblems with 
established guidelines and priorities but refeis problems of unusual 
difficulty to superiors for discussion and advice. Drafts financial 
statements, final reports, management letters, and other closing 
memcranda. Discusses significant recommendations with superiors and 
may serve as technical resource at "closing" meetings with clients. 
Personal contacts are usually with chief accountants and assistant 
controllers of medium size companies and divisions of large corporations 
to explain and interpret policies and procedures governing the audit 
process. 


Public Accountant IV 1434 


General characteristics. At this level, the public accountant directs 
field work including difficult audits--e.g., those involving initial audits of 
new clients, acquisitions, or stock registration--and may oversee a large 
audit team split between several locations. The audit team usually 
includes one or more level III public accountants who handle major 
components of the audit. The audits are complex and clients typically 
include those engaged in projects which span accounting periods; highly 
re ted industries which have various external re requirements; 
publicly held corporations; or businesses with very ollar or 
transaction volume. Clients are frequently large with a variety of 
operations which may have different accounting systems. Guidelines 
may be general or lacking and audit programs are intricate, often 
requiring extensive tailoring to meet atypical or novel situations. 


. Works under general supervision. The supervisor 
sets overall objectives and resource limits but relies on the accountant to 
fully plan and direct all technical phases of the audit. Issues not covered 

guidelines or known precedents are discussed with the supervisor, 
but the accountant’s recommended approaches and courses of action are 
normally approved. Work is reviewed for soundness of approach, 
completeness, and conformance with established policies of the firm. 


Typical duties and responsibilities. Is responsible for anerying out the 
operational and technical features of the audit, direc the work of 


team members, and personally perfo the most cult work. Often 
participates in the development of the audit scope, and drafts 
complicated audit propane with a large number of concurren 
executed phases. oy meyeee | develops audit steps and detailed 
we. deviating from traditional methods to the extent required. 

es program adjustments as necessary once an audit has begun; 
selects specific methods, types and sizes of samples, the extent to which 
discrepancies need to be investigated, and the depth of required 
aa. Resolves most operational difficulties and unanticipated 
problems 


Assigns work to team members; reviews work for appropriateness, 
conformance to time requirements, and adherence to generally accepted 
accounting principles and auditing standards. Consolidates wo 
papers, d reports, and findings; and prepares financial statements, 
management letters, and other closing memoranda for management 
approval. Participates in “closing” meetings as a technical resource and 
may be called upon to sell or defend controversial and critical 
observations and recommendations. Personal contacts are extensive and 
La include top executives of smaller clients and mid- to upper-level 

cial and management officers of large corporations, e.g., assistant 
controllers and controllers. Such contacts involve coordinating and 
advising on work efforts and resolving operating problems. 


NOTE: Excluded from this level are public accountants who 
direct field work associated with the complete range of 
audits undertaken by the firm, lead the largest and 
most difficult audits, and who frequently oversee 
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teams performing concurrent audits. This type of 
work requires extensive knowledge of one or more 
industries to make subjective determinations on 
questions of tax, law, accounting, and business 
practices. Audits may be complicated by such factors 
as: the size and diversity of the client organizations 
(e.g. multinational comporations and conglomerates 
with a large number of separate and distinct 
subsidiaries); accounting issues where precedents are 
lacking or in conflict; and, in some cases, clients who 
are encountering substantial financial difficulties. 
perform most work without technical su 
and completed audits are reviewed mainly for propriety 
of recommendations and conformance with general 
policies of the firm. Also excluded are public 
accountants whose principal function is to manage, 
rather than perform accounting work, and the equity 
owners of the firm who have final approval authority. 


PERSONNEL SPECIALIST 


Plans, administers, advises on, or performs professional work in 
one or more personnel specialties, such as: 


: evaluating, and d 

occupations or positions based on duties, responsibilities, and 

a requirements in order to estab or maintain a 
for equitable compensation. 


and evaluating 


Salary and Benefit Administration: Analyzing 
compensation en cee in compensation 
surveys, and recommending pay an efit adjustments. 


Recruitment and Placement: Recruiting applicants through 
various sources (e.g., schools, colleges, employment agencies, 
newspapers, professional societies); evaluating applicants 
using qualification ratings, test scores, interviews, and 
reference checks; and recommending applicant placement. 


Er vee Development: Planning, wean’, and 
ministering employee and development programs to 
achieve both Sogenientional goals and personnel management 


objectives . 


Employee Relations and Services: Providing guidance, advice, 
and assistance on such matters as employee services and 


benefits; Menagumen>eneyes communications; performance 


. grievances and appeals; equal employment 
opportunity; and employee conduct and discipline. 


Equal Employment Opportunity: Planning, evaluating, and 
tering equal opportunity provisions. 
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Labor Relations: fauons matters, and negouating and 
enw Senet Senne Seis, Se ung and 
administering labor agreements on 


de cet spensin dest i ot 


and su meet ney ry by — subordinate 

typically consists of clerks and paraprofessionals: level III may coordinate 
of lower level specialists; and levels IV and above may supervise 

subordinate specialists. Positions which are 

auines Chan Cormeen, Se natn Be. they are not readily to 

the level-to-level distinctions in this definition) should be matched to the 


personnel supervisor /manager definition. 
This broad, generic occupation and evaluating the qu cual of 


a. positions matched to the WCP personnel director or 
personnel supervisor /manager definition; 


b. clerical and paraprofessional positions; 


d. ee = with matchable titles (e.g., labor relations 


oben equal opportuni — of 
tl tablishment's Suannial bonians =“ 


e. ts in other occu e.g., nursing, organizational 
evelopm eet ood a calety and beakeh, comity. and 
gas these positions are part of the 
t's pecsonnel program; 


f. postions not req (1) three years of administrative, 
technical, ape wee Ay bf ah (2) a bachelor’s 
degree in any field; or (3) any equivalent combination of 
experience and education basic skills in problem 
analysis and communication; 


se abieienen SEIS LO FS PP service 


Classification by level 
CS Establishment positions which meet the above criteria are matched 
at une of six levels. ee a < 


the three options: (1! 
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are “moderately complex” in one establishment may be “procedural” in 
another 


establishment. 


participating 
ures or regulations to employees 


or t; and 1g limited tasks to assist 
te py by — -— —, employee sdlations. Sand labor 
relations programs. 


Personnel Specialist III 1513 


. Performs moderately complex assignments following 
and guidelines. bye ate ote yy! 


personnel specialty and in the organization serviced. Advises 
wy A tt to personnei ,roblems of limited for 


scope 
ts, precedent : Boy Ro my mp ey 
assignments, -setting . er 
other functional areas or key working relationships. 


t promotions, incentive awards), 
ty, and reporting findings to be included in evaluation 


Typical duties include: analyzing, evaluating, and defining both 
——. and nonexempt jobs in various occupational groups using 
established procedures; participating in surveys of broad compensation 
areas; recruiting and screening applicants for both exempt and 
nonexempt jobs, checking references and recommending placement; 
assisting in identifying training needs and Tenia Sene. initiating 
personnel actions or awards, and interpreting established personnel 
policy, regulations, and precedents; or participating in preparing for and 
conducting labor negotiations. 


Personnel Specialist IV 1514 


Operations. Applies to three different work situations. In situation 
(1), specialists use technical knowledge, skills, and judgment to solve 
complex technical problems. Advisory services to management are 
similar to those described at level III. Situation (2) combines typical level 
Ill operating skills with comprehensive management advisory services. 
Advisory services require high technical skills, along with broad 
personnel knowledge, to solve problems from a total personnel 

ment pers ve. In situations (1) and (2), specialists plan and 
complete work following established pro goals and objectives. Their 
ng and recommendations are relied on for management 
ecisions. 


Situation (3) applies to specialists who are solely responsible for 
performing moderately complex assignments (as described in level III) 
and for rendering final decisions on assigned personnel matters under 
general administrative supervision. Responsibilities include planning 
and scheduling work and coordinating and integrating program(s) with 
other personnel, management, and operational activities. 


Program evaluation. Conducts on-site review of personnel actions 
in several organizational units; determines factual basis for personnel 
actions, evaluates actions for consistency with established guidelines, 
and reports significant findings. 


Program development. Independently develops supplemental 
guidelines for existing procedures. 


Typical duties include: ee evaluating, and defining difficult 
exempt jobs, i.e., those in research and development, administration, 
law, and computer science; planning and conducting broad 
ya teem surveys and recommending pay and benefit adjustments; 
developing training plans and procedures for an or tional segment; 
participating in complex Se relations issues such as 
controversies, poor morale, and high turnover; or developing plans and 
procedures for labor negotiations in a moderately complex organization. 


Personnel Specialist V 1515 


rations. Applies to two different work situations. In situation 
(1), specialists solve unusually complex and unprecedented problems 
which require creative solutions. In situation (2), specialists are assigned 
complex technical problems (as described in level IV - situation (1)) 
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combined with responsibility for providing comprehensive advice to 
management. Management advisory services are complicated by jobs 
and organizations that are complex, new, or dynamic, and by the 
abstract nature of the work processes. Supervision and guidance relate 
to program aa and time schedules. Specialists are authorized 
to decisions for their organizations and consult with their 
supervisors concerning unusual problems and developments. 


Program evaluation. Independently evaluates personnel programs 
to determine the degree to which they are achieving goals and objectives, 
weaknesses in programs and guidelines, and making 
recommendations for improvements. Conclusions are reported to top 


management. 


—s Frogram development. Applies expertise in modifying procedures 
and guidelines. a are usually narrow in scope, i.e., ted to 
anoccupational field or to a specific program area. May have full 


technical responsibility for personnel projects, studies, policies, or 
programs that are less complex than described at level VI. 


Typical duties include: participating in the development of 
personnel policies and procedures; analyzing, evaluating, and definin 
unusually difficult jobs, e.g., those in emerging occupations which lac 
applicable guidelines, or in organizations so complex and dynamic that it 
is cult to determine the extent of a position’s responsibility; recruiting 
candidates for one-of-a-kind jobs; participating in employee-management 
relations where the underlying issues are difficult to identify; planning 
and administering a comprehensive employee development program; or 
performing labor relations assignments for a large conglomerate. 


Personnel Specialist V1 1516 


SxOgram. ceaiiation. Applies to three different work situations. In 
situation (1), specialists evaluate the personnel management program of 
large, complex organizations. Such evaluations require broad 
understanding and sensitivity both to the interrelationships between 
different personnel programs and to complex organizational and 
management relationships. In situation (2), specialists provide advice to 
management in improving personnel programs in unusually complex 
organizations. Such expertise extends beyond knowledge of guidelines, 
precedents, and technical principles into areas of program management 
and administration. In situation (3), specialists serve as evaluation 
experts assigned to uniquely difficult and sensitive personnel problems, 
e.g., solutions are unusually controversial; specialists are required to 
persuade and motivate key officials to change major personnel policies or 
procedures; or problems include serious complaints where facts are 


vague. 


. Specialists have full technical responsibility 
for unusually complex personnel projects, studies, policies, or programs. 
The scope and impact of these assignments are broad and are of 
considerable importance to organizational management. 
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Supervision received is essentially administrative, with 
assignments given in terms of broad general objectives and limits. 


PERSONNEL SUPERVISOR/MANAGER 


Supervises three or more personnel specialists and/or clerks and 
paraprofessionals. Although the work is supervisory in nature, it 
requires substantial knowledge of personnel policies, procedures, and 
practices. 


Excluded are: 
a. positions matched as WCP directors of personnel or 
personnel specialists; 


b. labor relations positions which are primarily responsible for 


negotiating with labor unions as the principal representative 
Ss oftheir overall organization; 
c. supervisory positions having both a base level below 
rsonnel specialist III and requiring technical expertise 
~ne personnel specialist IV; and 
d. positions also having significant responsibility for functional 
areas beyond personnel (e.g., payroll, purchasing, or 
administration). 
Classification by Level 


Supervisory jobs are matched at one of five levels according to two 
factors: a) base level of work supervised, and b) level of supervision. The 
table following the explanations of these factors indicates the level of the 
supervisor for each combination of factors. 


BASE LEVEL OF WORK 


Conceptually, the base level of work is the highest level of 
work under the direct or indirect supervision of the 
supervisor/manager which (when added to the nonsupervisory levels 
above it) represents at least 25 percent of the total nonsupervisory, 
nonclerical staff and at least two of the full-time positions supervised. 


To determine the base level of nonsupervisory, nonclerical work: 1) 
array the positions by level of difficulty; 2) determine the number of 
workers in each position; and 3) count down from the highest level (if 
necessary) until at least 25 percent of the total nonsupervisory, 
nonclerical staff are represented. 


CS Establishment su ervisory positions matched in the personnel 
specialist series should be counted as "non-supervisory” in computing 
e base level for personnel supervisor/manager matches. 


Due to the unique nature of this particular occupational series, the 
mechanics of the base level concept are sometimes not applicable in 
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Sotemnining the appropriate job level of a personnel supervisor/ . 
See Ano es in Matching Personnel Supervisors/Managers at the end 
of this definition for assistance in assuring correct job matches. 


LEVEL OF SUPERVISION 


Supervisors and managers should be matched at one of the three 
LS levels below which best describes their supervisory responsibility. 


LS-1 Plans, coordinates, and qushastnn Ge work of a small staff, 
normally not more than 10 personnel specialists, 
paraprofessionals, and clerks; estimates staffing needs for 
personnel unit and schedules, assigns, and reviews work to meet 
completion date; interviews candidates for own unit and 
recommends hires, promotions, or reassignments; and resolves 
complaints, referring group grievances and more serious 
unresolved complaints to higher level supervisors; may reprimand 
employees. 


LS-2 Directs a sizable staff (normally 10-20 employees), typically divided 
into sub-units controlled by subordinate supervisors; advises 
higher level management on work problems of own unit and the 
impact on broader pro ; co rates with heads of other 
units to negotiate and/or coordinate work changes; makes 
decisions on work or training problems presented by subordinate 
supervisors; evaluates subordinate supervisors and reviews their 
evaluations of their employees; selects nonsupervisors (higher level 
approval is virtually assured) and recommends supervisory 
selections; and hears group grievances and serious or unresolved 
complaints. May shift resources among projects and perform long 
range budget planning. 


Note: In rare instances, supervisory positions responsible for 
directing a sizable staff (e.g., 10-20 professional 


oS employees) may not have subordinate supervisors, but 
have all other Ps-2 responsibilities. Such positions 
should be matched to LS-2. 
LS-3 Directs 2 subordinate supervisory levels and the work force 
managed typically includes substantially more than 20 employees. 
Makes major decisions and recommendations (listed below) which 


have a direct, important, and substantial effect on own 
organization and work. Performs at least three of the following: 


- decides what programs and projects should be initiated, 
dropped, expanded, or bod 


- determines long range plans in response to program 
changes, evaluates program goals, and redelines objectives; 


- determines changes to be made in organizational structure, 
delegation of authority, coordination of units, etc.; 
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- | decides what compromises to make in program operations in 
view of public relations implications and need for support 
from various groups; 


- decides on the means to substantially reduce program 
operating costs without impairing overall operations; justifies 
major equipment expenditures; and 


- resolves differences between key subordinate officials; 
decides, or cpeeanty affects final decisions, on personnel 
actions for subordinate supervisors and other key 


subordinates. 

RITERIA FOR MATCH PERSO PERVISOR: ANAGERS 
Base Level of Nonsupervisory Job(s} Level of Supervisor 
Matched in the 
Neer a8 LS-1 LS-2 LS-3 

pecialist 
Definition 
Ill 1(1531) 11(1532) 111(1533) 
IV 11(1532) 111(1533) IV(1534) 
V I1I(1533) IV(1534)  V(1535) 


VI IV (1534) (1535) Exclude 


L ALE F WCP PERSONNEL PR TIONAL PATION 
Personnel Personnel Director of 
Specialist Supervisor /Manager Personnel 
I 
II 
Ill 
IV I I 
V II II 
VI III Ill . 
IV IV 
V Vv 


a. Base level artificially low. The leanness of subordinate staff 
often combines with the appropriate LS level to produce a 
level of supervisor/manager which is below the 
supervisor/manager’s level of technical expertise, as 
measured by the personnel specialist definition. In these 
instances, raise the level of the supervisor/manager match 
to correlate to the equivalent level of personnel specialist (see 
chart above). 


b. Relationship between supervisor/manager and director of 
personnel matches. Personnel supervisor/managers should 
matched below the equivalent level of the personnel 
director to whom they report (see chart above). 


c. Matching assistant directors of personnel, In rare instances, 
establishment pay for an assistant director of personnel is 


based on the director's pa y, rather than either the level and 
size of subordinate staff or the assistant director's tec 

. In these instances, a reasonable solution usually 
consists of matching the assistant director to the 
supervisor/ ee definition, one WCP level below the 
awe level of the director of personnel match (see chart 
above). 


DIRECTOR OF PERSONNEL 


Directs a personnel management program for an organization or 
segment of an organization. Serves top management officials as the 
source of advice and assistance on personnel management matters and 
problems generally; is typically consulted on the personnel im plications 
of planned changes in management policy or programs, the effects on the 
organization of economic or market trends, product or production 
method changes, changes in legislation, etc.; represents management in 
contacts with other organizations, dealing primarily with personnel 


management matters. 


Typically, the director of personnel for an overall organization 
reports to a policy-making official in charge of administration and 

nnel management activities or to an officer of similar level. 
However, in industries such as health care, banking, and retail trade, 
where precedents exist for most personnel policies and procedures, the 
director of personnel may report directly to the chief - officer. 
Below the headquarters level, the director of personnel typi reports 


to a management official responsible for operating an organizational 
segment. 


For a job to be covered by this definition, the personnel 


m ment program must include significant responsibility for all three 
of the following functions: 


1. Administering a job evaluation system; i.e., a system in 
which there are established procedures by which jobs are 
analyzed and evaluated on the basis of their duties, 
responsibilities, and pee requirements in order to 
provide a foundation for equitable compensation. Such a 
system may include: the use of job uation factors; the 
pe of formal job descriptions; and such related 

nctions as wage and salary surveys and merit rating 
system administration. The job evaluation system(s) must 
cover a substantial portion of the jobs in the organization. 


2. Employment and placement function: i.e., recruiting actively 
or at least some kinds of workers through a variety of 


sources (e.g., schools or colleges, employment agencies, 
professional societies); evaluating applicants against 
demands of particular jobs by use of such techniques as job 
analysis, interviews, written tests of aptitude, ee or 
skill, reference checks, and experience evaluations; an 
recommending selections and job placements to 


management. 


3. Employee relations and service function: i.e., functions 
designed to maintain employee morale and productivity at a 
high level (e.g., administering a formal or informal grievance 
procedure; identifying and recommending solutions for 
aang problems such as absenteeism, high turnover, and 

ow productivity; administering suggestion, retirement 


36 


pension, insurance and, merit rating programs; or 


srumoting, cafeteria operations, recreational programs, and 
health and safety programs). 


In addition,  pemiiene covered by this definition may, but do not 
aecessarily, include responsibilities in the following areas: 


employee training and development: 


labor relations activities which are confined mainly to the 
administration, interpretation, and application of those 
aspects of labor union contracts that are essentially of the 
type described under (3) above. May also participate in 

+ aon of a subordinate nature, e.g., to negotiate detailed 
settlement of such matters specific rates, job tions, 
work rules, or hiring and layoff procedures, within the broad 
terms of a general agreement reached at er levels, or to 
supply ce and information on technical points to the 


organization's principal representative; 


equal Employment Opportunity (EEO); or 


tiation with labor unions as the principal representative 


Bee © 6 Geen aspect of the job, i.e., a 
responsibility which serves as a primary basis for 
qualification requirements 


or compensation: 
positions servicing less than 250 (FTE) employees; 


positions participa in the management and formulation 
of policy for the — organization in addition to directing 
its personnel program; 


and 


positions in which responsibility for actual contract 
n 
of 


positions responsible for directing a personnel poop but 
which do not fully meet all of the responsibilities of a director 


of personnel. These — should be matched to either 


the personnel s st or personnel supervisor/manager 
definition. 
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Director of personnel jobs which meet the above definition are 
classified by level of work in accordance with the following tabulation: 


Criteria for matching directors of personnel by level 


“Operations level” “Development level” 
engaer of personnel program 1/ personnel program 2/ 
em in _ 
— eee “Type A" “Type B" “Type A" “Type B" 
servi re) ; Oo , organ. 0 ' 
(FTE) sovtaend 3/ oats 4/ cotiesd 3/ La 4/ 
250-750 (1521) 11(1522) 11(1522) I11(1523) 
1,000-5,000 11(1522) 111(1523) (1523) Iv(1524) 
6,000- 12,000 (1523) [V(1524) IV(1524) (1525) 
15,000-25,000 I[V(1524)  V{(1525) V(1525) . 


1/ “Operations level_personnel program: director : personnel 
servicing an organization segment where the basic personnel program 
pease. plans and objectives are established at a higher or tional 


evel (e.g., headquarters). The personnel director's responsibility is to put 
these into operation in s-1ch a manner as to most effectively serve local 


management needs. 
2/ . — 


a. Director of personnel servicing an 
(with or without subordinate segments) where the 
personnel director plays and important role in 
establishment of basic — policies, plans, and 
ee subject day cy direction and control from 
policy-making officials. In industries where 
precedents exist for most personnel policies and 
procedures, developmental authority is generally 
reserved for the top personnel official in an 
organization. 


OR 


b. Director of personnel servicing an intermediate 
organization below the headquarters level, e.g., a 
division or subsidiary, to which a relatively complete 
delegation of personnel ey planning and 
development responsibility is made. In situation, 
only basic policy direction ore by the parent 
organization and local officials. The director of 
Po has esse 

responsibility | 


policies. plans. and objectives as described above in 
paragraph (a). 
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3/ . organization serviced--most jobs serviced do not 
present difficult or unusual recruitment, job evaluation, or 
lems use the jobs consist of relati easy-to- 
understand work processes, and an adequate labor supply is available. 


These conditions are most likely to be found in pe in which 
the work force and organizational structure are relatively stable. 


4/ “Type B" organization serviced--a substantial proportion of 

the jobs present difficult recruitment, job evaluation, or 

lems because the jobs: consist of -to-understand work 
re (e.g. pegnesenel. scientific, administrative, or technical); have 

-to-ma requirements; are in new or em occupations; 
or are extremely hard to fill. These conditions are ant tively & be found 
in organizations in which the work force, organizational structure, work 
processes or function, etc., are complicated or unstable. 


NOTE: There are gaps between the elements used to 
determine job levels. These gaps have been provided 
purposely to allow room for judgment. For example, 
an "o tions” position which services 850 em 
sh be matched at level II if the o tion 
serviced falls tly below type B. However, the same 
position should be matched at level | if the 
organization serviced clearly fits type A. 


41 TORNEY 


Performs consultation and advisory work and carries out the legal 
necessary to effect the rights, privileges, and obligations of the 
tion. The work performed requires completion of law school with 
an L.L.B. degree (or the equivalent) and admission to the bar 
- ~ ' ‘ ’ 


f IVI’ © ‘ 


preparing and reviewing various legal instruments and documents, 
such as contracts, leases, licenses, purchases, sales, real estate, 
etc.; 


acting as agent of the organization in its transactions; 


a pe material (e.g., advertisements, publications, etc.) for 
cations; advising officials of proposed legislation which 


=e 
t affect the organization; 


applying for patents, copyrights, or registration of the 
0 tion's products. processes, devices, and trademarks; 
a whether to initiate or defend law suits; 


conducting pretrial preparations; defending the organization in 
lawsuits; and 


a officials on tax matters, government regulations, and/or 


legal ts. 


Excluded from this definition are: 


t work which requires professional training in addition to 
training (typically, a degree in engineering or in a science); 


attorneys, frequently titled “general counsel” or “attorney general” 
sy ae re a who are 
a my ag for porscipeting in the 


(The duties and of such positions exceec 
level VI as described bel 
attorneys in legal firms; and 
° attorneys primarily res for: prosecuting defendants; 


legislation; defending the general sbite e. 
——. student's attorneys); ot plains and Da a legal 
publications. 


jobs which meet the above definitions are to be classified 
and ed in accordance with the chart below. 


Criteria for matching attorneys by level 
Level and Difficulty level Res ty Experience 
code of legal work of job required 
This is the entry level. The duties Com of law 
rHeon) and — ties aft.7 initial — = py 
orientation training are those or J.D. degree plus 
described in D-1 and R-1. admission to the bar. 
D-1 R-2 Sufficient professional 
nino) experience (at — l 
or , usually more) at 
the "D-1" level to 
D-2 R-1 assure competence as 
an attorney. 
ios D-2 R-2 At least 1 age 
usually more, of pro- 
fessional at 
the "D-2" level 
IV D-2 R-3 Extensive professional 
(1604) or experience at the "D-2" 
D-3 R-2 or a higher level. 
S08 D-2 R-4 Extensive paenetaas 
l or experience at the J 
D-3 R-3 or "R-3" levels. 
VI Extensive professional 
(1606) D-3 R-4 experience at the "D-3" 


and "R-3" levels. 
D-1, -2, -3, and R-1, -2, -3, and -4 are exrlained on the following pages. 


Difficulty 
D-1 


Legal questions are characterized by: facts that are well 
established; clearly applicable legal precedents; matters not of 
substantial importance to the organization. (Us relatively limited 
sums of money, e.g., a few thousand dollars, are involved.) 
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Examples of D-1 work are: 


investigation, negotiation, and research 
* Gaending te comuuettion i ae os ota ia 
ie Lp ey pees ahh yk 


to the situation; 
b. searching case » documents, . 
egiiienp ob enease Chnainatien 62 Snes Guaions 
there is a substantial amount of clearly applicable 
statutory, regulatory, and case material; an. 


e. drawing up contracts and other legal documents in 


° comnection with real transactions requiring the 
development of d information but not serious 
questions regarding titles to property or other major 
or legal issues. 


D-2 


Legal work is regularly difficult by reason of one or more of the 

: the absence a. One tee ay eee legal precedents; 
the different possible interpretations that can be placed on the facts, the 
laws, or the precedents involved; the substantial importance of the legal 
matters to the organization (e.g., sums as large as $100,000 are 
generally directly or indirectly ); or the matter is strongly 

or contested in formal proceedings or in negotiations by the 
individuals, corporations, or government agencies involved. 


Examples of D-2 work are: 


a. advising on the | implications of advertising 
representations when the facts suppo the 
resentations and the applicable p ent cases are 
subject to different interpretations; 


b. reviewing and advising on the implications of new or revised 
laws affecting the organization; 


c. resen the organization's defense in court in a negligence 
wsuit ch is strongly pressed by counsel for an 


organized group; and 


d. providing legal counsel on tax questions complicated by the 
absence of precedent decisions that are directly applicable to 
the organization's situation. 


area; the matter is of critical to the organization and is 
being vigorously or con (e.g.. sums such as $1 million or 
more are directly or indirectly involved.) 


Examples of D-3 work are: 


. advising on the legal aspects and implications of Federal 
° entiiratt laws to Srojected greatly expanded marketing 
operations involving joint ventures with several other 


organizations; 

planning legal stra and represen tili in 
rate or 5 cites Gases apy he] 
area including parts or all of several States; 


c. preparing and presen a case before an appellate court 
where the case is ee eo he kee ooeetien of 
dietinouahed te eal broad sestonal ~ A. 

e.g., a or na 
reputation) legal talent: 


d. = serving as the principal counsel to the officers and staff of aii 
insurance company on the legal problems in the sale, 
underwriting, and administration of group contracts 
involving nationwide or multi-state coverages and laws; and 


e. perf the principal legal work in nonroutine, major 
revision of a company’s charter or in effectuating new major 
financing steps. 


Responsibility 
R-1 


Responsibility for final action is usually limited to matters covered 
by legal precedents and in which little deviation from standard practice is 
involved. Any decisions or actions having a significant bearing on the 

tion’s business are reviewed. Is given guidance in the initial 
states of assignment, e.g., in planning and organizing level research and 
studies. ents are then carried out with moderate independence, 
altho guidance is generally available and is sought from time to time 
on lem points. 


Ss 


R-2 

Usually works independently in investigating the facts, searching 
legal precedents, defining the legal and factual issues, drafting the 
necessary legal documents, and developing conclusions and 
recommendations. Decisions ha an important bearing on the 
organization's business are revi . Receives information from 
supervisor regarding unusual circumstances or important policy 
considerations pertaining to a legal problem. If trials are involved, may 
receive me from a supervisor regarding presentation, line of 
approach, possible line of opposition to be encountered, etc. In the case 
of nonroutine written presentations, the final product is reviewed 
carefully, but primarily for overall soundness of legal reasoning and 
consistency with organization policy. Some, but not all, attorneys make 
assignments to one or more lower level attorneys, aides, or clerks. 


R-3 


Carries out assignments independently and makes final legal 
determination in matters of substantial importance to the organization. 
Such determinations are subject to review only for consistency with 
organization policy, possible precedent effect, and overall effectiveness. 
To carry out assignments, deals regularly with officers of the organization 
and top level management officials and confers or negotiates regularly 
with senior attorneys and officials in other organizations on various 
aspects of assigned work. Receives little or no preliminary instruction on 
legal problems and a minimum of technical legal supervision. May 
assign and review work of a few attorneys, but this is not a primary 
responsibility. 


R-4 


Carries out assignments which entail independently planning 
investigations and negotiations on legal problems of the highest 
importance to the organization and developing completed brief, opinions, 
contracts, or other legal products. To carry out assignments, — 
the organization at conferences, hearings, or trials, and perso 
confers and negotiates with top attorneys and top-ranking officials in 
other organizations. On various aspects of ee work, may give 
advice directly and personally to organization officials and top level 
managers, or (in extremely large and complex —— may work 
through a higher level attorney in advising officials. Generally receives 
no preliminary instructions on Jegal problems. On matters requiring the 
concentrated efforts of several attorneys or other specialists, is 
responsible for directing, coordinating, and reviewing the work of the 
attorneys involve’. oR 


As a primary responsibility, directs the work of a staff of attorn 
one, but usually more, of who regularly perform either D-3 or R-3 le 
work. With respect to the work directed, gives advice directly to 
organization officials and top managers, or (in extremely large and 
complex organizations) may give such advice through counsel. Receives 
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guidance as to organization policy but not technical supervision or 
assistance except when = poe advice from or briefing by, a higher 
level attorney on the overall approach to the most difficult, novel or 
important legal questions. 


BUYER 


Purchases materials, supplies, equipment, and services (e.g., 
utilities, maintenance, and repair). In some instances items are of types 
that must be specially designed, produced, or modified by the vendor in 
accordance with drawings or engineering specifications. 


Solicits bids, analyzes quotations received, and selects or 
recommends suppliers. May interview prospective vendors. Purchases 
items and services at the most favorable price consistent with quality, 
quantity, specification requirements, and other factors. Prepares or 
supervises poapareeen of purchase orders from requisitions. May 
expedite delivery and visit vendors’ offices and plants. ° 


Normally, purchases are unreviewed when they are consistent with 
past experience and are in conformance with established rules and 
—_~ Proposed purchase transactions that deviate from the usual or 

m past experience in terms of prices, quality of items, quantities, etc., 
or that may set precedents for future purchases, are reviewed by higher 
authority prior to final action. 


In addition to work described above, some (but not all) buyers 
direct the work of one or a few clerks who perform routine aspects of the 
work. As a secondary and subsidiary duty, some buyers may also sell or 
dispose of surplus, salvage, or used materials, equipment, or supplies. 


Note: Some buyers are responsible for the purchasing of a 
variety of items and materials. When the variety 
includes items and work described at more than one of 
the following levels, the position should be considered 
to equal the highest level that characterizes at least a 
substantial portion of the buyer's time. 


Excluded are: 
buyers of items for direct sale, either wholesale or retail; 


b. brokers and dealers buying for clients or for investment 
purposes; 


C. positions that specifically require professional education and 
qualifications in a physical science or in engineering (e.g., 
chemist, mechanical engineer); 


d. buyers who specialize in purchasing a single or a few related 
items of highly variable quality such as raw cotton or wool, 
tobacco, cattle, or leather for shoe uppers, etc. Expert 
personal knowledge of the item is required to ee the 
relative value of the goods offered, and to decide the 


45 


quantity, quality, and price of each purchase in terms of its 
probable effect on the organization's profit and competitive 


status; 

e. buyers whose principal responsibility is the supervision of a 
purchasing program; 

f. persons predominantly concerned with contract or 
subcontract administration; 


g. persons whose major duties consist of ordering, reordering, 
or requisitioning items under existing contracts; 


h. positions restricted to clerical functions or to purchase 
expediting work; and 


i. positions not requiring: 1) three years of administrative, 
technical, or substantive clerical experience; 2) a bachelor’s 
degree in any field; or 3) any equivalent combination of 
experience and education yielding basic skills in problem 
analysis and communication. 


Buyer I 1811 


Purchases "off-the-shelf" types of readily available, commonly used 
materials, supplies, tools, furniture, services, etc. 


Transactions usually involve local retailers, wholesalers, jobbers, and 
manufacturers’ sales representatives. 


qusmties urchased are generally small amounts, e.g., those 
a ble from local sources. 


of items purchased include: common stationery and 
office supplies; standard types of office furniture and fixtures; 
standard nuts, bolts, screws; janitorial and common building 
maintenance supplies; or common utility services or office machine 
repair services. 


Buyer Il i812 


Purchases "off-the-shelf" s of standard, generally available 
technical items, materials, and services. Transactions may involve 
occasional modification of standard and common usage items, materials, 
and services, and include a few stipulations about unusual packing, 
marking, shipping, etc. 


Transactions usually involve dealing directly with manufacturers, 
distributors, jobbers, etc. 


Quantities of items and materials purchased may be relatively large, 
—w in the case of contracts for continuing supply over a period 
of time. 
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May be responsible for locating or promoting possible new sources of 
supply. emai is expected to keep abreast of market trends, changes in 
business practices in the assigned markets, new or altered types of 
materials entering the market, etc. 


Examples of items purchased include: standard industrial types of 
hand tools, gloves, and safety equipment; standard electronic 
parts, components, and component test instruments; electric 
motors; gasoline service station equipment; PBX or other 
specialized telephone services; —_ p printing services; 
custodial services for a large b ding: and routine purchases of 
common raw materials such as standard grades and sizes of steel 
bars, rods, and angles. 


Also included at this level are buyers of materials of the described 
for Buyer I when the quantities purchased are large, so that local 
sources of supply are generally inadequate and the buyer must deal 
directly with manufacturers on a broader than local scale. 


Buyer Ill 1813 


Purchases items, materials, or services of a technical and specialized 
nature. The items, while of a common general type, are usually made, 
altered, or customized to meet the user's specific needs and 


specifications. 


Transactions usually require dealing with manufacturers. The 
number of potential vendors is likely to be small and price differentials 
often reflect important factors (quality, delivery dates and places, etc.) 
that are difficult to evaluate. 


The quantities purchased of any item or service may be large. 


Many of the purchases involve one or more such complications as: 
specifications that detail, in technical terms, the requ physical, 
chemical, electrical, or other com ble properties; special testing prior 
to acceptance; grouping of items for lot bidding and awards; specialized 
processing, packing, or packaging requirements; export packs; overseas 
port differentials; etc. 


Is expected to keep abreast of market and product developments. 
May be required to locate new sources of supply. 


Some positions may involve assisting in the training or supervision of 
lower level buyers or clerks. 


of items purchased include: castings; special extruded 
shapes of normal size and material; special formula paints; electric 
motors of special shape or speeds; production equipment; special 
packaging of items; raw materials in substantial quantities or with 
special characteristics; and protective services where security 
presents an especially significant problem. 
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Buyer IV 1814 


Purchases highly complex and technical items, materials, or services, 
usually those specially designed and manufactured exclusively for the 
purchaser. 


Transactions require dealing with manufacturers and often involve 
persuading potential vendors to undertake the manufacture of custom 
designed items according to complex and rigid specifications. 


Quantities of items and materials purchased are often large in order 
to satisfy the requirements for an entire large or tion for an 
extended period of time. Complex schedules of delivery are often 
involved. Buyer determines appropriate quantities to be contracted for at 
any given period of time. 


Transactions are often complicated by the presence of one or more 
such matters as inclusion of: requirements for seers parts, 
preproduction samples and testing, or technical literature; or patent and 


royalty provisions. 


Keeps abreast of market and product developments. Develops new 
sources of supply. 


In addition to the work described above, a few positions may also 
uire supervision of a few lower level buyers or clerks. (No position is 
included in this level solely because supervisory duties are performed.) 


of items purchased include: special purpose high-cost 
machine tools and production facilities; spec condensers, 
boilers, and turbines; raw materials of critically important 
characteristics or quality; and parts, subassemblies, components, 
etc., specially designed and made to order (e.g., communications 
equipment for installation in aircraft being manufactured; 
component assemblies for missiles and rockets; and motor vehicle 
rames). 


Note: Buyers above level [IV make purchases in such 
unusually large quantities that they can affect the 
market price of a commodity or produce other 
significant effects on the industry or trade concerned. 
Others may purchase items of either 1) extraordinary 
technical complexity, e.g., involving the outermost 
limits of science or engineering, or 2) unusually high 
individual or unit value. Such buyers often persuade 
suppliers to expand their plants or convert facilities to 
the production of new items or services. These types 
of buying functions are often performed by program 
managers or company officials, who have primary 
responsibilities other than buying. 


COMPUTER PROGRAMMER 


Performs programming services for establishments or for outside 
organizations who may contract for services. Converts specifications 
(precise descriptions) about business or scientific problems into a 
sequence of detailed instructions to solve problems by electronic data 
p (EDP) equipment, i.e., digital computers. Draws program flow 
charts to describe the processing of data and develops the precise steps 
and pooceartad S02 ch, when entered into the computer in coded 

(COBOL, FORTRAN, or other pro g language), cause 
the manipulation of data to achieve des results. Tests and corrects 
programs and prepares instructions for operators who control the 
computer during runs. Modifies programs to increase operating 
efficiency or to respond to changes in work processes; maintains records 
to document program development and revisions. 


At levels I, II, and III, computer programmers may also perform 
ppapenaing analysis such as: gathering facts from users to define their 
usiness or scientific problems and to investigate the feasibility of solving 
problems through new or modified computer programs; developing 
specifications for data inputs, flow, actions, decisions, and outputs; and 


partici on a continuing basis in the overall program planning along 
with other EDP personnel and users. 


In contrast, at levels [TV and V, some programming analysis must be 
performed as part of the programming assignment. The analysis duties 
are identified in a separate ph at levels I, Il, III, and IV, and are 
part of each alternative described at level V. However, the systems 
requirements are defined by systems analysts or scientists. 


Excluded are: 


a. positions which require a bachelor's degree in a — 
scientific field (other than computer science), such as an 
engineering, mathematics, physics, or chemistry degree: 
however, positions are potential matches where the required 
degree may be from any of several possible scientific fields; 


b. positions responsible for developing and modifying computer 
systems; 


Cc. computer programmers who perform level IV or V duties but 
who perform no programming analysis; 


d. workers who primarily analyze and evaluate problems 
concerning computer equipment or its selection or 
utilization; 


e. computer systems programmers or analysts who primarily 
write programs or analyze problems concerning the system 
software, e.g., “perating systems, compilers, assemblers, 
system utility routines, etc., which provide basic services for 

e use of all programs and provide for the scheduling of the 
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execution of programs; however positions matching this 
definition may develop a “total package which includes not 


only writing programs to process data but also selecting the 
pre hr me equipment and system software required; 


f. employees who have significant responsibility for the 


ent or su n of workers (e.g., ape 
analysts) whose tions are not covered in definition; 
or employees with significant responsibility for other 


such as computer operations, data entry, system 
so , etc.; and 


Positions are classified into levels based on the following 
definitions. 


Computer Programmer | 2901 
At this trainee level, assignments are usually planned to develop basic 

p skills because incumbents are 4 inexperienced in 

a Fring euch ekifis on the job. Assists higher staff by performing 
Sey OSES Sane aSen Cenen Fameee ane nee data 
items and steps which suey Seno pees of previous work done in 
the eee. e.g., drawing flow , writing operator instructions, 

and testing routines to accumulate counts, tallies, or 


or 
su es. May — routine programming assignments (as 


described in level II) under close supervision. 
In addition, as training and to assist level staff, 
elementary fact finding concerning a s work process, e.g., a file of 


clerical records which is treated as a unit (invoices, requisitions, or 
purchase orders, etc.); reports findings to higher level staff. 


Receives classroom and/or on-the-job training in computer 
p concepts, methods, and techniques and in the basic 
requirements of the subject matter area. May receive training in 
elementary fact-finding. Detailed, step-by-step instructions are given for 
each task and any deviation must be authorized by a supervisor. Work is 
closely monitored in progress and reviewed in detail upon completion. 


Computer Programmer II 2902 


At this level, initial assignments are designed to develop competence 
in applying established programming p ures to routine problems. 
Performs routine programming assignments that do not require skilled 
background experience but do require knowledge of established 
programming procedures and data processing requirements. Works 
according to clear-cut and complete specifications. The data are refined 
and the format of the final product is very similar to that of the input or 
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is well defined when significantly different, i.e., there are few, if any, 
problems with interrelating varied records and outputs. 


Maintains and modifies routine . Makes approved changes 


by amending program flow charts, ee detailed processing logic, 
and coding changes. Tests and documents modifications and writes 
operator instructions. May write routine new programs using prescribed 
specifications; may confer with EDP personne! to clarify seecdtmes. 
processing logic, etc. 


In addition, and as continued training, may evaluate simple 
interrelationships in the immediate programming area, e.g., whether a 
contemplated in one of a simple program would cause 
unwanted results in a related part; confers with user representatives to 
gain an eaeeneng of ty situation sufficient to np soe the needed 
change; im ts change upon approval of the supervisor or 
higher level . The incumbent is provided with charts, narrative 
descriptions of the functions performed, an A. roved statement of the 
product desired (e.g., a in a local es lishment report), and the 
inputs, outputs, and record formats. 


Reviews objectives and assignment details with er level staff to 
insure thorough unders ; uses judgment in among 
authorized procedures and assistance when guidelines are 
inadequate, significant deviations are proposed, or when unanticipated 

arise. Work is usually monitored in poapeen: all work is 
reviewed upon completion fo: accuracy and compliance with standards. 


Computer Programmer III 2903 


As a fully qualified computer programmer, applies standard 
procedures and detailed knowled Spee subject 
matter (e.g., work processes, governing rules, clerical procedures, etc.) in 
a programming area such as: a recordkeeping operation (supply, 
personnel and payroll, wr + purchas insurance payments, 
depositor accounts, etc.); a well-defined statistical or scientific problem; 
or other standardized se or problem. Works according to 
approved statements of requirements and detailed specifications. While 
e data are clear cut, related, and equally available, there may be 

substantial interrelationships of a variety of records and several varied 
sequences of formats are usually produced. The programs developed or 
modified ney on linked to several other programs in that the output 
of one becomes the input for another. Recognizes probable interactions 
of other related programs with the assigned program(s) and is familiar 
with related system software and computer equipment. Solves 
conventional programming problems. (In small organizations, may 
maintain = which concern or combine several operations, i.e., 
users, or develop programs where there is one primary user and the 
others give input. 


Performs such duties as: develops, modifies, and maintains assigned 
programs. des and implements modifications to the interrelation of 
es and records within programs in consultation with higher level staff: 
monitors the operation of assigned programs and responds to problems 


51 


by diagnosing and correcting errors in logic and coding; and implements 
and/or maintains assigned portions of a scientific programming project, 
app established scientific programming techniques to well-defined 

ematical, statistical, engineering, or other scientific problems 
usually requiring the translation of mathematical notation into 
processing logic and code. (Scientific programming includes assignments 
such as: using predetermined physical laws expressed in mathematical 
terms to relate one set of data to another; the routine storage and 
retrieval of field test data; and using procedures for real-time command 
and control, scientific data reduction, signal processing, or similar 
areas.) Tests and documents work and writes and maintains operator 
instructions for assigned programs. Confers with other EDP personnel to 
obtain or provide factual data. 


In addition, may carry out fact-finding and programming analysis of a 
single activity or routine problem, applying established procedures where 
the nature of the program, feasibility, computer equipment, and 
prepenmning language have already been decided. May analyze present 
performance of the program and take action to correct deficiencies based 
on discussion with the user and consultation with and approval of the 
supervisor or higher level staff. May assist in the review and analysis of 


detailed program specifications and in program design to meet changes 
in work processes. 


Works independently under specified objectives; applies judgment in 
devising program logic and in selec and adapting standard 
progeans p ures; resolves problems and deviations according to 
established practices; and obtains advice where precedents are unclear 
or not a le. Completed work is reviewed for conformance to 
standards, timeliness, and efficiency. May guide or instruct lower level 
programmers; may supervise technicians and others who assist in 


specific assignments. 
OR 


Works on complex programs (as described in level IV) under close 
direction of higher level staff or supervisor. May assist higher level staff 
by independently performing moderately complex tasks assigned, and 
perforrning complex tasks under close supervision. 


Computer Programmer IV 2904 


Applies expertise in programming procedures to complex programs; 
recommends the redesign of programs, investigates and analyzes 
feasibility and program requirements, and develops peeeams 
specifications. Assigned programs typically affect a broad multi-user 
computer system which meets the data processing needs of a broad area 
(e.g., manufacturing, logistics planning, finance management, human 
resources, or material management) or a computer system for a project 
in engineering, research, accounting, statistics, etc. Plans the full range 
of programming actions to produce several interrelated but different 

roducts from numerous and diverse data elements which are usually 
rom different sources; solves difficult programming problems. Uses 
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knowledge of pertinent system software, computer equipment, work 
processes, regulations, and management practices. 


Performs such duties as: develops, modifies, and maintains complex 
pro ; designs and implements the interrelations of files and records 
within programs which will effectively fit into the overall design of the 
project; working with problems or concepts, develops programs for the 
solution to major scientific computational problems requiring the 

and development of logical or mathematic descriptions of 
functions to be programmed; and develops occasional special programs, 
e.g., a critical path analysis program to assist in managing a special 
“ Tests, documents, and writes opera instructions for all work. 
nfers with other EDP personnel to secure information, investigate and 
resolve problems and coordinate work efforts. 


In addition, performs such programming analysis as: investigating the 
feasibility of alternate program design approaches to determine the best 
balanced solution, e.g., one that will best satisfy immediate user needs, 
facilitate subsequent modification, and conserve resources; on typical 
maintenance projects and smaller scale, limited new projects, assisting 
user personnel in defining problems or needs and determining work 
organization, the necessary files and records, and their interrelation with 
the program; or on large or more complicated projects, apie yee asa 
team member along with other EDP personnel and users and having 
responsibility for a portion of the project. 


Works independently under overall objectives and direction, apeets 
the supervisor about progress and unusual complications. Modifies an 
adapts precedent solutions and proven approaches. Guidelines include 
constraints imposed by the related peogrens with which the incumbent's 
programs must be meshed. Completed work is reviewed for timeliness, 
compatibility with other work, and effectiveness in mee requirements. 
May function as team leader or supervise a few lower level programmers 
or technicians on assigned work. 


Computer Programmer V 2905 


At level V, workers are typically either supervisors, team leaders, staff 
specialists or consultants. Some programming analysis is included as a 
et o! - programming assignment. Supervision and review are similar 


Typical Duties and Responsibilities include one or more of the following: 
1. Inasupervisory capacity, plans, develops, coordinates, and directs 


a large and important pro project (finance, 
manufacturing, sales/ Eatieting, Ian resources, or other broad 
area) or a number of small programming lg ee with complex 
features. A substantial portion of the work supervised (usually 2 
to 3 workers) is comparable to that described for level IV. 
Supervises, coordinates, and reviews the work of a small staff, 
normally not more than 15 programmers and technicians; 
estimates personnel needs and schedules, assigns and reviews 
work to meet completion date. These day-to-day supervisors 
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evaluate performance, resolve complaints and make 
recommendations on hiring and firing. They do not make final 
decisions on curtailing projects, reorganizing, or reallocating 


resources 


—-\é Sidil SUCCIaILIS ‘ at -. . Ne 
fic problems (e.g., computational) or highly complex 
problems leg. Synecating overall forecasts, 

projections, or other new data fields widely different from the 
source data or untried at the scale proposed) and directs the 
development of computer programs for their solution; or designs 
improvements in complex programs where existing precedents 
provide little guidance, such as an interrelated group of 
mathematical/ statistical programs which support health 
insurance, natural resources, marketing trends, or other research 
activities. In conjunction with users (scientists or specialists), 
defines major problems in the subject-matter area. Contacts co- 

° workers and user personnel at various locations to plan and 
coordinate project and gather data; devises ways to obtain data not 
previously available; arbitrates differences between various 
p users when conflicting ae pn arise. May perform 
simulation studies to determine effects of changes in computer 
equipment or system software or may assess the feasibility and 


soundness of pro rogramming projects which are novel and 
complex. Nypleally devoons techniques and 
procedures where few precedents exist. y be assisted on 
projects by other programmers or technicians. 


COMPUTER SYSTEMS ANALYST 


Analyzes business or scientific problems for resolution 
electronic data processing. Gathers information from users, defines 
work problems, and, if feasible, designs a system of computer programs 
and procedures to resolve the problems. Develops complete 
specifications to enable computer program:-ers to prepare required 
programs: analyzes subject-matter operations to be automated; s 
number and types of records, files, and documents to be used and 
outputs to be produced; prepares work diagrams and data flow charts; 
coordinates tests of the system and participates in trial runs of new and 
revised systems; and recommends computer equipment changes to 
obtain more effective operations. May also write the computer programs. 


Excluded are: 


a. trainees who receive detailed directives and work plans, 
select authorized procedures for use in specific situations, 
and seek assistance for deviations and problems; 


b. positions which require a bachelor’s degree in a s c 
scientific field (other than computer science), such as an 
engineering, mathematics, physics, or chemistry degree; 
however, positions are potential matches where the required 
degree may be from any of several possible scientific fields; 
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c. computer who write computer 
solve caer beans mat requiring systems cation; 
d. workers who primarily analyze and evaluate problems 


concerning computer equipment or its selection or 
utilization; and 


e. computer systems or analysts who primarily 
wait lees ar dealin ieaiioien eameanaan te aeanale 


only analysing work problems ¢o be processed but alec 
na the computer equipment and system software 


Positions are classified into levels on the basis of the following 
definitions. 


Computer Systems Analyst I 2911 


At this level, initial assignments are d od to expand practical 
experience in systems analysis tec ues and procedures. 
Provides of the required systems analysis where the 
nature system is predetermined. Uses established fact finding 
approaches, of pertinent work processes and procedures, and 
familiarity with related computer programming practices, system 
software, and computer equipment. 


Carries out fact finding and analysis as assigned, usually of a e 
activity or a routine problem; applies established procedures where the 
nature of the system, feasibility, computer equipment and programming 
— have already been decided; may assist a ——} leve' -vstems 

t by —— the detailed specifications requ b outer 
programmers from information developed by the higher le. _. « ilyst; 
may research routine user problems and solve them by modify.ig the 
existing — when the solutions follow clear p ents. en cost 
and deadline estimates are required, results receive close review. 


The supervisor defines objectives, priorities, and deadlines. 
Incumbents work independently; adapt guides to s c situations; 
resolve problems and deviations according to established practices; and 
obtain advice where precedents are unclear or not available. Completed 
work is reviewed for conformance to requirements, timeliness, an 
efficiency. May supervise technicians and others who assist in specific 


assignments. 


Computer Systems Analyst Il 2912 


ae systems analysis and design skills in an area such as a 
recordkeeping or scientific operation. A system of several varied 
sequences or formats is usually developed, e.g., develops systems for 
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work load, ment and af the work processes. applicable Recognizes 
probable interactions of related computer systems and predicts impact of 
a change in assigned system. 


Reviews yaiem constes of ehpeetiees, aeaps, and weer 
Paes - 
opsis commpares chternstéves tn tarane of Coat, tims, availability 
of equipment and and recommends a course of action; and 


program, 
cond 
personnel on new or changed proceduréa May ne a py 


ee 


nee tly under overall project objectives and 


nis: apprises Supervisor pote Dane we and unusual 
ee uidelines usually ew | tems and the 
Seeataias thasdall tr piel teetenn eae incumbent's work 


ust be meshed. Adapts ~~ —"* 
seocedent qyetems. Com is reviewed for ° 


compatibility wath other torts. and effectivences in meeting rea requirements. 
ee ee OP Le Se CRED On SCION 


Works on a t of a complex data scheme or broad 
system, as d for computer poe aad apm fae om evel Ill. Works 


fidgment. compliance lance wit instructions Seats. Wade ts pokpeed ter aovaneae af 
tructions, and to insure proper alignment 


computer Systems Analyst 2913 


Applies systems analysis and design wens gy ed to complex computer 
svelte tb ttaaad coan Gaus ab cnamieantne inning: material 
engineering, accounting, or statistics; tics pla 
management, etc. Usually, there are m pany 
aD meee Sel Se Cos Cae eats ree. e.g., for engineering o 
research projects. Requires competence in all of systems 
analysis techniques, concepts, and methods and oe of — 
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data elements and sources. Produces innovative solutions for a variety 
of complex problems. 
Maintains and modifies complex systems new subsystems 


or develops 
such as an integrated production scheduling, inventory control, cost 
analysis, or sales analysis record in which item of each type is 


mene real oe pend oy oe identifies omissions and errors in 


system 
conflicts exist. lead in , 
and in the wurk of one or two lower evel uae ch 
for several programs. 


Supervision and nature of review are similar to level Il; existing 
aysteuse provide precedents for the eperation ef new eubayatemss. 


Computer Systems Analyst IV 2914 
Applies expert systems analysis and design techniques to complex 
So RES ae 
technology eps j--- of date ates ° 


interactions of com in tion, and the 

equipment. ectives and overall requirements are defined in the 
tion's fm} any 

yn fplenedeng ead Ardy phony ty with existing 
or nature of review are similar to 


Typical Duties and Responsibilities include one or more of the following: 


l. As team ect leader, provides systems specialized 
fm a! taal tee 


a /or proj . ——— systems, mathematical 
models, or similar unprecedented computer systems. 
eM a yl 


the framework of new computer systems from 
post-implementation evaluation. new sources of data and 


develops new approaches and techniques for use by others. May 
serve as technical authority for a d area. At least one or two 
team members perform work at level III; one or two team members 
may also perform work as a level IV staff specialist or consultant 
as described below. 


2. As staff specialist or consultant, with expertise in a specialty area 
(e.g., data security, telecommunications, systems analysis 
Socnteuss, EDP standards development, etc.), and conducts 

of unique or unyielding problefns in a system. 
Identifies problems and specific issues in assigned area and 
prepares overall project recommendations from an EDP standpoint 
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including feasible advancements in EDP technology; upon 
acceptance, determines a design strategy that anticipates 
directions of change; designs and monitors ne testing and 
implementation plans. Performs work such as: stu broad 
areas of projected work processes which cut across the 
organization's established EDP systems; conducts continuing 
review of computer es nine developments apesceas to 
system design and prepares long range forecasts; develops EDP 
standards where new and improved approaches are needed; or 
develops recommendations for a management information system 
where new concepts are required. 


Computer Systems Analyst V 2915 


As a top technical expert, develops broad unprecedented 

systems and/or conducts critical studies ce to the success of ange 
organizations having extensive technical or highly di 

cequirements. Considers such requirements as broad organization 


owe fl and the diverse user needs of several organizational levels and 
tions. Works under general administrative direction. 


Typical Duties and Responsibilities include one or more of the following: 


l. As team or project leader, guides the development of broad 
unprecedented computer systems. The information requirements 
are complex and voluminous. Devises completely new ways to 
locate and develop data sources; establishes new factors and 
criteria for making subject-matter decisions. Coordinates fact 
finding, analysis, and design of the system and applies the most 
recent developments in data processing technology and computer 
equipment. Guidelines consist of state-of-the-art technology and 
general organizational policy. 
work at level IV. 


2. As staff specialist or consultant, is a recognized leader and 
authority in a large organization (as defined above). Performs at 
leas‘, two of the following: a) has overall responsibility for 
eva’uating the significance of technological advancement and 
developing EDP standards where new and improved approaches 
ar: needed, e.g., programming techniques; b) conceives and plans 
e? ploratory cM eqery critical to the overall organization where 
useful precedents do not exist and new concepts are required, e.g., 
develops recommendations regarding a comprehensive 
management information system; or c) evaluates existing EDP 
organizational policy for effectiveness, devising and formula 
changes in the Me ory mee pombe position on broad policy issues. y 
be assisted on individual projects by other analysts. 


M AL PE E 


Supervises three or more employees, two of whom perform systems 
. Work requires substantial and recurring use of systems 
skills in directing staff. May also supervise programmers and 
related clerical and technical support personnel. 


Excluded are: 


a. positions also having significant responsibility for the 
ment or supervision of functional areas (e.g., system 
software development, data entry, or computer operations) 
not related to the Computer Systems yst and Computer 
Programmer definitions; 


b. supervisory positions having base levels below Computer 
Systems Analyst II or Computer Programmer IV; and 


c. managers who supervise two or more subordinates 
——s at Computer — Analyst 
upervisor/ Manager level IV. 


Classification by Level 


Supervisory — are matched at one of four levels according to two 
factors: a) base level of work supervised; and b) level of supervision. The 
table following the explanations of these factors indicates the level of the 
supervisor for each combination of factors. 


BASE LEVEL OF WORK 


The base level of work is the highest level of nonsupervisory work 
under the direct or indirect supervision of the supervisor/manager which 
(when added to the nonsupervisory levels above it) represents at least 25 
percent of the total nonsupervisory, nonclerical staff and at least two of 
the full-time positions supervised. 


To determine the base level of mae vate pre! nonclerical work: 1) 
array the positions by level of difficulty; 2) determine the number of 
workers in each position; and 3) count down from the highest level (if 
necessary) until at least 25 percent of the total nonsupervisory, 
nonclerical staff are represented. 


LEVEL OF SUPERVISION 


Supervisors and managers should be matched at one of the three LS 
levels below which best describes their supervisory responsibility. 


LS-1 Plans, coordinates, and evaluates the work of a small staff, 
normally not more than 15 programmers, systems analysts, and 
technicians; estimates personnel needs and schedules, we. pee 
and reviews work to meet completion date; interviews candidates 
for own unit and recommends hires, promotions, or 
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reassignments; resolves complaints and refers group grievances 
and more serious unresolved complaints to higher level 
supervisors; may reprimand employees. 


LS-2 Directs a sizable staff (normally 15-30 employees), typically divided 

into sub-units controlled by subordinate supervisors; advises 
level management on work problems of own unit and the 

impact on broader pro ; collaborates with heads of other 
units to negotiate and/or coordinate work changes; makes 
decisions on work or training problems presented by subordinate 
supervisors; evaluates subordinate supervisors and reviews their 
evaluations of other employees; selects nonsupervisors (higher 
level approval is virtually assured) and recommends supervisory 
selections; hears group grievances and serious or unresolved 
complaints. May shift resources among projects and perform long 


range budget planning. 


° Note: In rare instances, supervisory positions responsible for 
directing a sizable staff (e.g., 20-30 employees) may 
not have subordinate supervisors, but 


LS-2 responsibilities. Such positions should be 
matched to LS-2. 


LS-3 Directs 2 subordinate supervisory levels and the work force 
typically includes substantially more than 30 em —- 
Makes major decisions and recommendations (listed below) ich 
have a direct, important, and substantial effect on own 
organizai.on and work. Performs at least three of the following: 


- decides what programs and projects should be initiated, 
dropped, expanded, or curtailed; 


- determines long range plans in response to program 
changes, evaluates program goals, and redefines objectives; 


- determines changes to be made in organizational structure, 
delegation of authority, coordination of units, etc.; 


- decides what compromises to make in operations in view of 
public relations implications and need for support from 
various groups; 


- decides on the means to substantially reduce operating costs 
without impairing overall operations; justifies major 
equipment expenditures; and 


- resolves differences between key subordinate officials; decides, or 
significantly affects final decisions, on personnel actions for supervisors 
and other key officials. 


R MATCHIN R M 
SUPERVISORS/MANAGERS 
Base Level of Nonsupervisory Job{s) Level of Supervisor_ 
Matched in the Matched in the 
Computer Programmer Computer System LS-1 LS-2 LS-3 
Definition Analyst Definition 
Il I (2921) II (2922) Ill (2923) 
Vv Ill II (2922) Ill (2923) IV (2924) 
- IV Ill (2923) IV (2924) Exclude 
- V IV (2924) Exclude Exclude 
CHEMIST 


Performs professional work in research, development, interpretation, 
and analysis to determine the composition, molecular structure, and 
properties of substances; to develop or investigate new materials and 
processes; and to investigate the transformation which substances 
undergo. Work typically requires a B.S. degree in chemistry or, in rare 
instances, equivalent experience and education combined. 


Chemist I 1701 


s. At this beginning professional level, performs 
assignments designed to develop professional capabilities and to provide 
experience in applying the knowledge of chemistry to the job. May also 
receive ane classroom or seminar-type training. (Terminal positions 
are excluded. 


Direction received. Works under close supervision. Receives + aaeaes 
and detailed instructions as to required tasks and results expected. 


Work is checked during progress, and is reviewed for accuracy upon 
completion. 


Typical duties and responsibilities. Performs a variety of routine 
tasks that Ad ono to provide experience and familiarization with the 
chemistry staff, methods, practices, and programs of the employer. The 
work includes a variety of routine qualitative and quantitative analyses; 
physical tests to determine properties such as viscosity, tensile strength, 
and mel point; and assisting more rienced chemists to gain 
additional knowledge through personal observation and discussion. 


Responsibility for the direction of others. Usually none. 
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Chemist II 1702 


General characteristics. Performs routine chemical work requiring 
selection and application of general and specialized methods, techniques, 
and instruments commonly used in the laboratory, and the ability to 
carry out instructions when less common or proposed methods or 
procedures are necessary. Requires work experience acquired in an 
entry level position, or appropriate graduate level study. For 
and developmental purposes, assignments may include work that is 
typical of a higher level. 


eived. Supervisor establishes the nature and extent of 
analysis required, specifies methods and criteria on new type of 
as, and reviews work for thoroughness of application of 
methods and accuracy of results. 


luties and responsibilities. Carries out a wide variety of 
standardized methods, tests, and procedures. In accordance wi 
specific instructions, may carry out proposed and less common ones. Is 
expected to detect problems in using standardized procedures because of 
the condition of the sample, difficulties with the equipment, etc. 
Recommends modifications of procedures, e.g., extending or curtailing 
the analysis or using alternate procedures, based on knowledge of the 
problem and pertinent available literature. Conducts specified phases of 
research projects as an assistant to an experienced chemist. 


Responsibility for the direction of others. May be assisted by a few 
aids or technicians. 


Chemist II] 1703 


General characteristics. Performs a broad “y+ of chemical tests 
and procedures u.ilized in the laboratory, using ju ent in the 
independent evaluation, selection, and adaptation of standard methods 
and techniques. May carry through a complete series of tests on a 
product in its different process stages. Some assignments require a 
specialized knowledge of one or two common categories of related 
substances. Performance at this level requires cag eee or en experience 
in a professional position, or equivalent graduate level education. 


Direcuon received. On routine work, supervision is very general. 
Assistance is furnished on unusual problems and work is reviewed for 
application of sound professional judgment. 


Typical duties and responsibilities. In accordance with instructions 
as to the nature of the problem, selects standard methods, tests, or 


procedures; when necessary, develops or works out alternate or modified 
methods with supervisor's concurrence. Assists in research by analyzing 
samples « a new procedures that require specialized training 
because a) standard methods are inapplicable, b) analytical findings 
must be interpreted in terms of compliance or noncompliance with 
standards, or c) specialized and advanced equipment and techniques 
must be adapted. 


Responsibility for the direction of others. May supervise or 
coordinate the work of a few technicians or aids, and be assisted by 
lower level chemists. 


Chemist IV 1704 


General characteristics. As a fully competent chemist in all 
conventional aspects of the subject matter or the functional area of the 
assignments, plans and conducts work requiring a) mastery of 
specialized tec ues or ingenuity in selecting and evaluating 
approaches to oreseen or novel problems, and b) ability to apply a 
research approach to the solution of a wide variety of problems and to 
assimilate the details and significance of chemical and physical analyses, 
procedures, and tests. +. 4 sufficient professional experience to 
assure competence as a fully trained worker; or, for positions primarily of 
a research nature, completion of all requirements for a doctoral degree 
may be substituted for experience. 


Direction received. Independently performs most assignments with 
instructions as to the general results expected. Receives technical 


guidance on unusual or complex problems and supervisory approval on 
proposed plans for projects. 


Typical duties and responsibilities. Conducts laboratory 
assignments requiring the determination and evaluation of alternative 
procedures and the sequence of performing them. Performs com lex, 
exacting, or unusual analytical assignments requiri specialised 
knowledge of techniques or products. Interprets results, prepares 
reports, and may provide technical advice in specialized area. 


. May supervise a small staff 
of chemists and technicians. 


Chemist V 1705 


General characteristics. Participates in planning laboratory pro s 
on the basis of specialized knowledge of problems and methods an 


robable value of results. May serve as an expert in a narrow specialty 
fe... class of chemical compounds, or a class of products), making 
recommendations and conclusions which serve as the basis for 
undertaking or rejecting important projects. Development of the 
knowledge and expertise required for this level of work usually reflects 
progressive experience through chemist IV. 


| ved. Supervision and guidance relates largely to overall 
objectives, critical issues, new concepts, and policy matters. Consults 
with supervisor concerning unusual problems and developments. 


include one or both of the 
following: 


l. In a supervisory capacity, plans, organizes, and directs 
assigned laboratory programs. Independently defines scope 
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and critical elements of the projects and selects approaches 
to be taken. A substantial portion of the work supervised is 
comparable to that described for chemist IV. 


2. As individual researcher or worker, carries out projects 
requiring development of new or highly modified scientific 
techniques and procedures, extensive knowledge of specialty, 
and knowledge of related scientific fields. 


Responsibility for the direction of otbera. Su , coordinates, 
ond teeees Sis Sere © S Cuees of chemists and technicians 
engaged in varied research evelopment projects, or a group 
performing routine analytical work. Estimates personnel needs an 
schedules and assigns work to meet completion date. Or, as individual 
ate ee or worker, may be assisted on projects by other chemists or 


Chemist VI 1706 


. Performs work requiring leadership and 

knowledge in a specialized field, product, or process. Formulates 
and conducts a systematic attack on a problem area of considerable 
scope and complexity which must be ry through a series of 
complete and conceptually related studies, or a number of Peed of 
lesser saape. The problems are complex because they are difficult to 
define and require unconventional or novel approaches or have other 
— pm ee tag ey . Maintains — n with oy and —_ —— ty 
and outside the organization with responsi or acting independen 
on technical matters pertaining to the field. Work at this level usually 
oe reat progressive experience including work comparable to 

emist V. 


Direction received. Supervision received is yj ce 
administrative, with assignments given in terms of broad general 
objectives and limits. 


Typical duties and responsibilities include one or both of the 
following: 


l. In a supervisory capacity, a) plans, develops, coordinates, 
and directs a number of large and important projects or a 
roject of major scope and importance, or b) is responsible 
or the entire chemical program of a company. or government 
agency when the program is of limited complexity and scope. 
Activities supervised are of such a scope that they require a 
few (3 to 5) subordinate suf 2rvisors or team leaders with at 
least one in a position comparable to level V. 


2. As individual researcher or worker, determines, conceives, 
plans, and conducts pro ects of major importance to the 
employer. Applies a ich degree of originality and ingenuity 
in adapting techniques into original combinations and 
configurations. As a specialist, may serve as a consultant to 
other chemists. 


Responsibility for the direction of others. Plans, organizes, and 
supervises the work of a staff of chemists and technicians. Evaluates 
of the staff and results obtained, and recommends major 
to achieve overall objectives. Or, as individual worker or 
senpeecaes, anty be assisted on individual projects by other chemists or 


Chemists VII 1707 


. Makes decisions and recommendations that 
are as authoritative and have an important impact on 
extensive chemical activities. Initiates and maintains extensive contacts 
with key chemists and officials of other organizations req skill in 
persuasion and negotiation of critical issues. At this level, uals 
will have demonstrated creativity, foresight, and mature judgment in 
ee ep and so unprecedented chemical problems, d , 

— ectives and requirements, organizing programs and projects, 
inn standards and guides for diverse chemical activities. 


Direction received. Receives general administrative direction. 


Typical duties and responsibilities include one or both of the 
following: 


1. In supervisory capaci. is responsible for a) an important 
emical p 


segment of a ch rogram of a company or government 
agg with extensive and diversified scientific requirements, 
or 


e entire chemical program of a company or agency 
where the program is more limited in scope. 


The overall chemical program contains critical problems the 
solution of which requires major technological advances and 
opens the way for extensive related development. Makes 
authoritative technical recommendations concerning the 
scientific objectives and levels of work which will be most 
profitable in the light of program requirements and scientific 
and industrial trends and developments. Recommends 
facilities, personnel, and funds required. 


2. As individual researcher and consultant, selects problems 
for research to further program objectives. Conceives and 
plans investigations in which the phenomena and principles 
are not adequately understood, and where few or 
contradictory scientific precedents or results are available for 
reference. tstanding creativity and mature judgment are 
required to devise hypotheses and techniques of 
experimentation and to interpret results. As a leader and 
authority in a broad area of specialization, or in a narrow 
but intensely specialized one, advises the head of a large 
laboratory, or officiais of the organization on complex aspects 
of extremely broad and important programs. Has 
responsibility for exploring, evaluating, and justifying 
proposed and current programs and projecis and furnishing 
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advice on unusually complex and novel problems in the 
specialty field. Typically will have contributed innovations 
(e.g., techniques, products, procedures) which are regarded 
as significant advances in the field. 


. Directs several subordinate 
supervisors or team leaders, some of whom are in positions com le 
to Chemist VI; or, as individual researcher and consultant, may 
assisted on individual projects by other chemists and technicians. 


Chemist Vill 1708 


General characteristics. Makes decisions and recommendations that 
are authoritative and have a far-reaching impact on extensive chemical 
and related activities of the company or government agency. Negotiates 
critical and controversial issues with top level chemists and officers of 
other o tions. Individuals at this level have demonstrated a high 
degree of creativity, foresight, and mature judgment in planning, 
organizing, and guiding extensive chemical programs and activities of 
outstanding novelty and importance. 


Direction received. Receives general administrative direction. 


Typical duties and responsibilities include one or both of the 
following: 


l. In a supervisory capacity, is responsible for a) the entire 
chemical program of a company or government agency which 
is of moderate scope, or b) an important segment of a 
chemical pro of a company or agency with very 
extensive and highly diversified scientific requirements, 
where programs are of such complexity and scope that they 
are of critical importance to overall operations and include 
problems of extraordinary difficulty that have resisted 
solution. Decides the kind and extent of chemical pro 
needed to accomplish company or agency objectives, chooses 
scientific approaches, plans and organizes facilities and 
programs, and interprets results. 


2. As individual researcher and consultant formulates and 
guides the attack on problems of exceptional difficulty and 
marked importance to the company, industry, or 
government. Problems are characterized by the lack of 
scientific precedents and source material, or the lack of 
success of prior research and analysis so that their solution 
would represent an advance of great significance and 
importance. Performs advisory and consulting services as a 
recognized authority for broad program areas of considerable 
novelty and importance. Has made contributions such as 
new products or techniques, development of processes, etc.., 
which are regarded as major advances in the field. 


Responsibility for the direction of others. Supervises several 
subordinate supervisors or team leaders some of whose positions are 
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comparable to chemist VII, or individual researchers some of whose 
positions are comparable to chemist VII and sometimes chemist VIII. As 
an individual researcher and consultant, may be assisted on individual 
projects by other chemists or technicians. 


Note: individuals ‘~ sharge of a chemical program may match any 
of several of the survey job levels, depending on the 


program's size and complexity. Excluded from the 
definitions are: 1) chemists in charge of programs so 
extensive and complex (e.g., consisting of diversified 
or ape ne | n products and epee h t one or 
more subordinate supervisory chernists are orming at 
a Meh nae whose gectneas have direct and 
substantial effect on setting policy for the organization 
(included, however, are supervisors deciding the "kind and 
extent of chemical programs” within broad guidelines set at 
higher levels); and 3) individual researchers and consultants 
who are recognized as national and/or international 
authorities and scientific leaders in very broad areas of 
scientific interest and investigation. 


ENGINEER 


Performs professional work in research, development, d , testing, 
analysis, production, construction, maintenance, coe hage oh 
survey, estimating, application, or standardization of engineering 
facilities, systems, structures, processes, equipment, devices, or 
materials, requiring knowledge of the science and art by which materials, 
natural resources, and power are made useful. a a requires a 
B.S. degree in engineering or, in rare instances, equivalent education and 
experience combined. (Excluded are: safety engineers, industrial 
engineers, quality control engineers, sales engineers, and engineers 
whose primary responsibility is to be in charge of nonprofessional 
maintenance work.) 


Engineer I 1711 


General characteristics. At this beginning professional level, performs 
assignments designed to develop professional work knowledge and 
abilities. May also receive formal classroom or seminar-type training. 
(Terminal positions are excluded.) 


Direction received. Works under close supervision. Receives eee 
and detailed instructions as to required tasks and results expected. 
pend checked during progress and is reviewed for accuracy upon 
completion. 


Typical duties and responsibilities. Performs a variety of routine 
tasks that are planned to provide experience and familiarization with the 
engineering staff, methods, practices, and programs of the employer. 


Responsibility for the direction of others. Usually none. 


Engineer II 1712 


General characteristics Performs routine engineering work requiring 
application of standard techniques, procedures, and criteria in carrying 
tpt a he pe ph Limited exercise of judgment 
is required on details of work and in making preliminary selections and 
adaptations of engineering alternatives. Requires work experience 

For training and developmental pexpesee aciguusats mey tackade ” 
or training opmental purposes, assignments may include 
some work that is typical of a higher level. 


Direction received. Supervisor screens assignments for unusual or 
difficult problems and selects techniques and procedures to be applied 
on non-routine work. Receives close supervision on new aspects of 


assignments. 


Using prescribed methods, 
orms s and limited portions of a broader assignment of an 
ced engineer. Applies standard practices and techniques in 
situations, adjusts and correlates data, discrepancies 
in results, and follows operations through a series of related detailed 


steps or processes. 


Responsibility for the direction of others. May be assisted by a few 
aids or technicians. 


Engineer III 1713 


Independently evaluates, selects. and applies 
tandard engineering techniques, procedures, and criteria, using 
judgment in making minor adaptations and modifications. Assignments 
clear and specified objectives and require the investigation of a 
limited number of variables. Performance at this level requires 
developmental experience in a professional position, or equivalent 
graduate level education. 


Receives instructions on specific assignment 
objectives, complex eatures, and possible solutions. Assistance is 
ed on unusual problems and work is reviewed for application of 
sound professional judgment. 


Boe pe pg Performs work which involves 
conventi eee of plans, investigations, surveys, structures, or 
es with relatively few complex features for which there are 
precedents. Assignments usually include a or more of the following: 
equipment ‘ake and development, test of materials, preparation of 

cations, process study, ~~ ~v tions, report preparation, 


and other activities of limited scope owledge of principles 
and techniques commonly employed te in the he cpocthe narrow area 0 


assignments. 


he direction of others. May supervise or coordinate 
Ss, icians, and others who assist in specific 


Engineer [V 1714 


General characteristics. As a fully competent engineer in all 
conventional aspects of the subject matter or the functional area of the 
assignments, plans and conducts work requiring judgment in the 
independent evaluation, selection, and substantial tation and 
modification of standard techniques, procedures, and criteria. Devises 
new approaches to problems encountered. Requires sufficient 
professional experience to assure competence as a fully trained worker; 
or, for positions primarily of a nature, completion of all 
requirements for a doctoral degree may be substituted for experience. 


Direction received. Independently performs most ents with 
instructions as toc the general results expected. ee 
on unusual or complex problems and supervisory approval on 


proposed plans for projects. 


coo ee! dutie . Plans, schedules, conducts, or 
inates detailed phases of the engineering work in a part of a major 
project or in a total project of moderate scope. Performs work which 
involves conventional engineering practice but may include a variety of 
complex features such as conflicting design requirements, unsuitability 
of standard materials, and difficult coordination requirements. Work 
requires a broad knowledge of precedents in the specialty area and a 
good knowledge of principles and practices of related specialties. 


Responsibility for the Crecison of others. May supervise a few 
engineers or technicians on assigned work. 


Engineer V 1715 


General characteristics. Applies intensive and diversified knowledge 
of engineering principles and practices in broad areas of assignments 
and related fields. es decisions independently on engineering 
problems and methods and represents the organization in conferences to 
resolve important questions and to plan and coordinate work. Requires 
the use of advanced techniques and the modification and extension of 
theories, precepts, and practices of the field and related sciences and 
disciplines. The knowledge and expertise required for this level of work 
us result from progressive experience, including work comparable to 
engineer IV. 


ved. Supervision and guidance relate —— to overall 
objectives, critical issues, new concepts, and policy matters. Consults 
with supervisor concerning unusual problems ard developments. 


Typical duties and responsibilities include one or more of the 
following: 


he In a supervisory capacity, eam. CONEIEM. COURS, Ge 
directs a large and important engineering 
number of small projects with many com botuses. A 
substantial portion of the work supervised is comparable to 
that described for engineer IV. 


2. 00 See TNE OF WEEE, aouries Oot guns of 
Reve CoeNguneaes eatene Akg my new or 
improved techniques and ork is expected to 
yy teh pee te equipment, 
materials, processes. products, and/or scientific 


3. As staff specialist, develops and evaluates plans and criteria 
oe 8 Ny & Be Se ee Se eee oe 
Assesses the feasibility and soundness of oy 
engineering evaluation tests, products, or equipment when 
necessary data are insufficient or confirmation by testing is 
advisable. Usually performs as a staff advisor and 
Sones te 0 ee ey a type of facility or 


equipment, or a program function 


Responsibill Ce Supervises, coordinates, 

reviews pr poe 

estimates personnel needs and schedules and assigns work to meet 
date. Or, as individual researcher or staff specialist, may be 


assisted on projects by other engineers or technicians. 


Engineer VI 1716 
General characteristics. Has oye pa responsibility for — 
piney pheers executi ina assignments. 
and lops ‘cuneate sreiecte ¢ concerned aah ceed or controversial 


lems which have an important effect on major programs. This 
cae exploration of subject area, definition o and selection of 
problems for investigation, and development of novel concepts and 
ee. Maintains — with a and units within ly 
outside the organization with responsibility for acting independently on 
technical matters pertaining to the field. Work at this level 


requires extensive progressive experience including work comparable to 
engineer V. 


Direction received. Supervision received is essentially administrative, 
with assignments given in terms of broad general objectives and limits. 


Typical duties and responsibilities include one or more of the 
following: 


ae In a supervisory capacity, a) plans, develops, coordinates, 
and directs a number o large and important projects or a 
project of major scope and importance, or b) is responsible 


for the entire engineering program of a or 
government agency when the poemram to of naked 
complexity and scope. Extent of 

requires a few (3 to 5} subordinate supervisors or team 


leacers with at least one in a position comparable to level V. 


2. _— As individual researcher or worker, conceives, plans, and 
conducts research in problem areas of considerable scope 


and complexity. The problems must be approached through 
complete 


7 eR ee 
lacking due to the novel character of the project. At this 
level, have 


individual researcher generally 
contributed inventions, new or 
are of material significance in the solution of important 
problems. 
3 As a staff ~~ aeeven 00 Che toseatens for the 
organization applica advanced 
concepts ples, and for an area of 
ty (i.e.,subject matter, function, type of facility or 
ae pel Pte moe abreast of new scien 
ae @ lopments aff the ~ for the 
rpose of recommending changes in em programs 
de pieces Gaaana Ur tack SU 
pervises the work ey i 
su e ofas . ua 
of the staff and results obtained, and recommends 
to achieve overall objectives. Or, as individual or 


staff specialist, may be assisted on individual projects by other engineers 
or technicians. 


Engineer Vil 177 


. Makes decisions and recommendations that 
are as authoritative and have an important impact on 
extensive neering activities. Initiates and maintains extensive 
contacts with key engineers and officials of other organizations, requiring 
skill in persuasion and negotiation of critical issues. At this level, 
individuals will have demonstrated creativity, foresight, and mature 


engineering judgment in anticipating and solving unprecedented 
culineertal bedlioma. determing qenvens be eye and requirements, 
organizing s and projects, and deve standards and guides 
for diverse neering activities. 

Direction received. Receives general administrative direction. 
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Typical duties and responsibilities include one or both of the 
following: 


1. In a supervisory capacity, is responsible for a) an important 
segment of the engineering program of a company or 
government agency with extensive and diversifi 
enginee requirements, or b) the entire engineering 
program of a company or agency when it is more limited in 
scope. The ove ay pein program contains critical 
problems the solution of which requires major technological 
advances and opens the way for extensive related 
a Extent of responsibilities generally requires 
several subordinate organizational segments or teams. 
Recommends facilities, personnel, and funds required to 
carry out oan which are directly related to and directed 
toward fulfillment of overall objectives. 


2. As individual researcher and consultant, is a recognized 
leader and authority in the company or government agency 
in a broad area of specialization or in a narrow but intensely 
specialized field. Selects research — to further 
oe objectives. Conceives and plans investigations of 

road areas of considerable novelty and importance, for 
which eering precedents are lacking in areas critical to 
the overall engineering pro . Is consulted extensively by 
associates and others, with a high degree of reliance placed 
on incumbent's scientific interpretations and advice. 
Typically, will have contributed inventions, new designs or 
— which are regarded as major advances in the 

eld. 


Responsibility for the direction of others. Directs several subordinate 
supervisors or team leaders, some of who are in positions comparable to 
engineer VI; or as individual researcher and consultant, may be assisted 
on individual projects by other engineers and technicians. 


Engineer VIII 1718 


. Makes decisions and recommendations that 
are recognized as authoritative and have a far-reaching impact on 
extensive engineering and related activities of the company or 
atte ern agency. Negotiates critical and controversial issues with top 

evel engineers and officers of other organizations. Individuals at this 
level demonstrate a high degree of creativity, foresight, and mature 
judgment in planning, organizing, and guiding extensive engineering 
programs and activities oi outstanding novelty and importance. 


Direction received. Receives general administrative direction. 


Typical duties and responsibilities include one or both of the 
following: 


1. In supervisory capacity, is responsible for a) an important 
segment of a very extensive and highly diversified 
engineering program of a company or government agency, or 
b) the entire engineering program of a company or agency 
when the program is of moderate scope. The programs are of 
such complexity and scope that they are of critical 
importance to overall objectives, include problems of 
extraordinary difficulty that often have resisted solution, and 
consist of several segments requiring subordinate 
supervisors. Decides the kind and extent of enpuanting and 
related programs needed to accomplish the objectives of the 
company or agency, chooses scientific approaches, plans 
and organizes facilities and programs, and interprets results. 


2. As individual researcher and consultant, formulates and 
guides the attack on problems of exceptional difficulty and 
marked importance to the company, industry, or 
government. Problems are characterized by their lack of 
scientific precedents and source material, or lack of success 
of prior research and analysis so that their solution would 
represent an advance of great significance and importance. 
Performs advisory and consulting work as a recognized 
authority for broad program areas or in an intensely 
specialized area of considerable novelty and importance. 


. Supervises several 
subordinate supervisors or team leaders, some of whose positions are 
comparable to engineer VII, or individual researchers some of whose 
positions are comparable to nom peed VII and sometimes engineer VIII. 
As an individual researcher and consultant may be assisted on 
individual projects by other engineers or technicians. 


Note: Individuals in charge of an engineering program may match 
any of several of the survey job levels, depending on the 
program's size and complexity. Excluded from the definition 
are: 1) engineers in charge of programs so extensive and 
complex (e.g., consisting of research and development on a 
variety of complex products or systems with numerous novel 
components) that one or more subordinate superviso 
engineers are performing at level VIII; 2) individuals whose 
decisions have direct and substantial effect on setting policy 
for the organization (included, however, are supervisors 
deciding the “kind and extent of engineering and related 
prceramne within broad guidelines set at higher levels); and 

) individual researchers and consultants who are 
recognized as national and/or international authorities and 
scientific leaders in very broad areas of scientific interest and 
investigation. 
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TAX COLLECTOR 


County revenue codes. Serves summonses, takes testimony under oath, 
and testifies in court. 


Work typically requires at least three years experience in general 
business or feancial practices or the equivalent in education and 


ence combined. Level I is y for training and development. 
Level Il is the full working level for tax collectors who follow standard 
procedures and level III includes specialists, team leaders, and quasi- 
supervisors so’ving moderately complex tax collection problems. 


Tax collection involves two overlapping functions - returns 
investigation and : . Returns investigations 
involve analyzing cial records, examining taxpayer's situation or 
business operations, and counseling taxpayers on statutory 
requirements and preparation of delinquent returns. Tax collectors 


ay pone returns investigation work are not typically found 


Collection of delinquent taxes involves analyzing a taxpayer's 
financial worth and ability to pay. In resolving delinquency, tax 
collectors evaluate (or use appraisers to evaluate): market value of 
assets; equity shares of other creditors; liens and ownership rights; 
taxpayer earning capacity; and the potential of taxpayer businesses. If 
bankruptcy is imminent, tax collectors file notices of lien to give their 
agency priority over subsequent creditors. If necessary, collectors take 
action for seizure and make arrangements for — property. However, 
before resorting to enforced collection procedures, they may recommend 
alternatives such as installment payments, appointing escrow agents, or 
accepting collateral or mortgage arrangements to protect their agency's 


equity. 


Excluded are tax collection supervisors. Incumbents in these full 
supervisory positions typically assign, coordinate, and review work; 
estimate personnel needs and schedules; evaluate performance; resolve 
complaints; and make recommendations for hiring and firing. 


Tax collector I 2041 


Receives formal training in: internal revenue laws, regulations, and 
procedures; collection enforcement techniques and laws of evidence and 
procedures; and business fundamentals. On-the-job training is provided 
and progressively broader assignments are given for development 
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. Most assignments are simple, although more difficult work 
such as that encountered at level II may be performed under close 
supervision and guidance. Individuals ically have 1-2 years 

in accounting, loan, collection, or related area or equivalent 
education in accounting, business law, or related field of study. 


Tax collector II 2042 


Follows standard procedures to collect delinquent tax accounts 
and secure delinquent returns. Receives specific ass ents from 
supervisor and works out details independently. Exp to tax debtors 
sanctions which may be used in the event of nonpayment and 
procedures for ap tax bills or assessments. Compiles prescribed 
records and reports. ers problems to supervisor which cannot be 
resolved by applying standard procedures. 


Tax collector Ill 2043 


As a tax collection specialist, team leader, or quasi-supervisor, 
conducts modera complex investigations to detect or verify suspected 
tax violations acco to established rules, regulations, and tax 
ordinances. Selects methods of aepecnes. resolves problems referred by 
lower level tax collectors, and applies all remedies available to collect 
t taxes. Prepares comprehensive records and re . Trains 
lower level tax collectors and assists them in unifo enfo tax 
a. May also assign, review, and coordinate work of lower level tax 
collectors. 


‘ 


Provides ee = apne nursing care to patients in hospitals, nursing 
homes, clinics, health units, private residences, and community health 
organizations. Assists physicians with treatment; assesses patient 
health problems and needs; develops and implements nursing care 
plans; maintains medial records; and assists patients in complying with 
prescribed medical regimen. May specialize, c-8.. operating room nurse, 
psychiatric nurse, nurse anesthetist, indus nurse, nurse 
practitioner, and clinical nurse specialist. May supervise LPN's and 


a. nurse midwives; 
b. nursing instructors, researchers and consultants who do not 


Cc. nursing supervisors and managers, e.g., head nurses, 
nursing coordinators, directors of nursing; 

d. RN's in nursing homes who perform the same duties as the 
LPN's but who are hired primarily to meet State certification 
—_ for nursing homes; and 

trainees primarily performing such entry level nursing 
care as: recording case histories; moaning temperature, 
pulse, respiration, height, weight, and bl pressure; and 
testing vision and hearing. 


Registered Nurse I 2051 


Provides comprehensive general nursing care to patients whose 
conditions and treatment are normally uncomplicated. Follows 
ements Peetian nadeneet orders, and - ah instructions. Uses 
udgment in selecting priate to patient 
Toniitions. Routine duties are ormed independently; variations from 
established routines are performed under specific instructions. Typical 
assignments include: 


Staff. Prepares hospital or nursing home patients for tests, 
examinations, or treatment; assists in responding to emergencies; 
records vital signs and effects of medication and treatment in 
patient charts; and administers prescribed medications and 
intravenous feedings. 


Operating Room. Assists in surgical ures by preparing 
patients for less complcx operations (e.g., ~~~ 4. 


sterilizes instruments and other supplies; handles instruments; 
and assists in operating room, recovery room, and intensive care 


Psychiatric. Provides routine nursing care to psychiatric patients. 
May observe and record patient behavior. 


Health Unit/Clinic. Administers immunizations, inoculations, 
allergy treatments, and medications in a clinic or employer health 
unit; performs first aid for minor burns, cuts, bruises, and ; 
sprains; obtains patient histories; and keeps records, writes 
reports, and maintains supplies and equipment. 


Registered Nurse II 2052 
Plans and provides er gg may nursing care in accordance with 
professional nursing standards. Uses j t in assessing patient 


conditions, interprets guidelines, and modifies patient care as n , 
Recognizes and determines proper action for medical em cies, e.g., 
calls physician or takes preplanned emergency measures. cal 
assignments include: 


Staff. In addition to the duties described at level I, usually 
performs more complex procedures, such as: administering blood 
transfusions; managing nasal-pharyngeal, gastric suction, and 
other drainage tubes; = special equipment such as ventilator 
devices, resuscitators and ermic units; or closely monitoring 
postoperative and seriously ill patients. 


. Provides nursing service for surgical tions, 
including those invol complex and extensive surgi 
procedures. Confers with su concerning instruments, 
sutures, prosthesis and s equipment; cares for payee and 
psychological needs of patients; assists in the care and of 
supplies and equipment; assures accurate care and handling 
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specimens; and assumes responsibility for aseptic technique 
maintenance and adequacy of supplies during surgery. 


Psychiatric. Provides aap aero nursing care for psychiatric 
patients. In addition to observing patients, evaluates and records 
significant behavior and reaction patterns and participates in 


group therapy sessions. 


Health Unit/Clinical. Provides a range of nursing services, 
peepee | pay poe health care counselling. Coordinates health 
care and makes referrals to medical specialists; assesses 
and treats minor health problems; administers emergency 
treatment; performs limited portions of physical examinations; 
manage the stable phases of common chronic illnesses; and 
provides individual and family counselling. 


munity Health. Provides a broad range of nursing services 
including adult and child health care, chronic and communicable 
disease control, health teaching, counselling, referrals, and follow- 


up. 
Registered Nurse II Specialist 2030 


Plans and provides highly specialized patient care in a difficult 
specialty area, such as intensive care or critical care. In comparison 
with Registered nurse II, pay typically reflects advanced — 
training, experience, and certification. May assist higher level nurses in 
d evaluating, and revising nursing plans. y provide advice 
to lower level nursing staff in area of s ty. 


Registered Nurse III 2053 


Plans and performs specialized and advanced nursing assignments 
of considerable difficulty. Uses expertise in assessing patient conditions 
and develops nursing p which serve as a role model for others. 
Evaluation and observation skills are relied upon by physicians in 
aovmoping and modifying treatment. Work extends beyond patient care 
to the uation of concepts, procedures, and program effectiveness. 


Typical assignments include: 


Specialists. Provides specialized hospital nursing care to patients 
having illnesses and injuries that require adaptation of established 
— procedures. Renders expertise in caring for patients who 
are seriously ill; are not responding to normal treatment; have 
undergone unique surgical operations; or are receiving infrequently 
used medication. Duties may require knowledge of special drugs 
or the ability to provide pulmonary ventilation. 


Ancathetist. Recommends, administers, and manages anesthesia 
or a broad range of surgical procedures. 
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Psychiatric Specialist. Provides nursing uasing expertias on 
interdisciplinary treatment team which d selicies ond 
develops total care programs for psychiatric patients. 


Practitioner. Provides health care and n services in 
clinics, schools, employer th units, or community th 
organizations. Assesses, , and treats minor illnesses and 


Gaanis a pee Other services may include: 
primary care or trauma cases Sans ONES: 
and conducting a clinic, school or em; 


program; or studying and appraising community Dealth 2 an 


Registered Nurse IV 2054 
Plans, researches, develops, and implements new or modified 


techniques, methods, practices, and approaches in nursing care. Acts as 
consultant in area of s tion and is considered an or leader 
within specialty area. Consults with supervisor to develop decisions and 


coordinates with other medical staff and community. Typical 
assignments include: 


Specialist/Consultant. Provides ex) peer po hospital 

nursing and health care to a specia patients. 

cee dg Sr cone and tation of = instruct ursing 
ures n 

and medical staff in specialty: ees SS ney to outside 


Practitioner. Serves as primary health advisor in clinics and 
community health organizations and provides full range of health 
care services. Manages clinic and is responsible for formulating 
nursing and health care standards and policies, inclu 
developing and teaching new techniques or ces an 
establishing or revising criteria for care. Co rates with 
physician in planning, evaluating, coordinating and revising 
program and determines conditions, resources and policies 
Ssenntial to delivery of health care services. 


TECHNICAL SUPPORT OCCUPATIONS 
LICENSED PRACTICAL NURSE (LPN) 


LPN's are licensed to provide practical or vocational nursing care to 
patients in hospitals, nursing homes, clinics, health units, homes, and 
community — ho" ganizations, They typically work under the 


a =. red nurse or pivyeicion, and may supervise 
suveind @ assistants. 


Provides standard nursing care requiring some latitude for 
independent j t and initiative to orm recurring duties. 


Hogeiiale trang eee As part of a nursing team, assists 
ae & to their personal hygiene; measures and 
routine ; records vital signs; provides routine 
treatments as compresses, enemas, sterile dressings, and sitz 
baths; prepares and administers commonly prescribed 
medications; Soe and reports on patient conditions; and - 
teaches patient care repeating instructions previously provid 
by professional staff. 


Mental Health ‘Resident Care. As part of a nursing team, makes 
rounds area to count patients; observes patients for 


in and checks for cleanliness; encourages 
patients to participate in recreational activities; maintains 
standard records 


first aid. 


of patients and medications; and administers 


5. ee routine 

: : : reco eight, weight, 
measurements and vital signs. Performs = tay bee urine and 
tuberculin skin tests; records test results. Administers 
medications and immunizations unde’ supervision of an RN; 
observes, records and reports signs of illness or changes in patient 
condition; and assists physician with Lag oy 0 examinations. May 
provide routine nursing care to the sick at home, reinforcing 
physician's instructions, checking medication and eating and 
sleeping habits, and inquiring about additional problems. 


LPN II 2062 


Provides nursing care requiring an understanding of diseases and 
illnesses sufficient to enhance communication with physicians, 
registered nurses and patients. Follows general instructions in addition 
to established policies, ces, and procedures. Uses judgment to 
sen Goqeents of ures based on patient's condition and previous 
instructions. Supervisory a for requested deviations is given 
routinely. Guidance is ed for unusual occurrences. 


Hospitals/Nursing Homes. As a responsible member of a nursing 
team, cares for patients in various stages of dependency (e.g., 
from those general medical care to a selected few 
who are critically ill). es appropriate verbal and written 
information for patient care plans. In addition to the tasks 
described at level 1, assignments may include more complex duties 


such as: ep irrigating, or suctioning patients; observi 
and reporting on subtle changes in a patient's condition; ™ 


79 


monitoring and maintaining intravenous fluids; and assisting in 
resuscitation procedures. 


Mental Health/Resident Care. Provides input into nursing team 
conferences by interpreting patient nursing care needs and 
responses to therapy. In addition to the tasks described at level I, 
serves as a role model by performing and tea self care; 
participates in therapy sessions by promoting self care and self 
worth; and records progress in treatment plans. 


Clinics/Community Health Organizations. In addition to the 
duties described at level I, uses experience and judgment to 
pocorn more complex procedures such as: screening patients for 
ealth problems such as h nsion and diabetes, using 
judgment in deciding to refer patients to RN or physician; 
provi patient counselling and implementing therapeutic 
approaches specified in the patient's treatment plan; coordinating 
selected clinic operations; giving irrigations and catheterizations, 
suctioning tracheotomies and conduc electrocardiograms; or 


nation applicants for supplemental food programs when test 
results indicate nutritional deficiencies. 


Employer Health Units. Uses judgment to perform moderately 
complex procedures such as: treating employees for minor 
illnesses and work related injuries, and referring difficult cases to 
RN or physician; observing reactions to drugs and treatments and 
reporting irregularities; assisting physicians with examinations 
and treatments; and maintaining records of occupational illnesses 
and injuries as required by Federal and State regulations. 


LPN Ill 2063 
This level applies to two different work situations. In situation 1), 


LPN's provide nursing care for patients in various stages of dependency, 
setting priorities and deadlines for patient care, and modifying nu 


care as necessary prior to notifying the supervisor. In situation 2), s 
are assigned to a selected group of critically ill patients, e.g., in hospital 
intensive care or coronary care units. These assignments require s to 


immediately recognize and respond to serious situations, sometimes 
prior to notifying an RN. However, their overall independence and 
authority is more limited than that described in situation | and 

——— , ry approval is required for proposed deviations from established 
guidelines. 


. Under direct supervision of an RN, provides nursing 
care to critically ill patients in such areas as intensive care or 
coronary care. Duties, while similar to the more complex 
responsibilities described at level Il, are performed under stressful 
conditions requiring special techniques and procedures in reacting 
to life-threatening situations and in providing basic patient care. 
Evaluates appropriateness of planned treatment, given the 
patient's condition, and proposes modifications to RN. 


Viental Neaitn / kesidcer ari irsing s. Duties are similar 
to described at level Il. However, these LPN's are authorized 
if necessary, nursing care methods and procedures to 


to 
meet patient needs. 


. Such positions not provide difficult 
nursing care to a selected group of critically ill patients, but also set 
priorities and deadlines for patient care, and modify nursing care prior to 
notifying the supervisor. 


NURSING ASSISTANT 


Provides personal and nursing care to patients in hospitals, 
nursing homes, resident care facilities, clinics, homes, and ny 
health organizations. Duties include maintaining eee Saeene 
supporting doctors and nurses in diagnostic | ures, cal 
treatments, patient charting and patient teac. . Work does not 
require State licensure. Supervisory positions are excluded. 


Nursing Assistant I 2071 
Performs simple care and tasks requiring 
no previous training tasks include: bathing, dressing, feeding, 
and patients; co laundry carts and 
food : and wana + beens wren vey and bed linen 
and cleaning patient's room. F detailed and specific instructions 
Nursing Assistant II 2072 


In addition to providing personal care, performs common nursing 
ures such as: cheerveas and reporting on patient conditions; 
taking and recording vital signs; collecting and labeling specimens; 


; checking and replenishing supplies; securing admission data 
from patients; and assisting in controlling aggressive or disruptive 
behavior. Follows specific instructions; matters not covered are verified 
with the supervisor. 


NOTE: Positions receiving additional pay for performing the 
above duties and responsibilities in forensic units of 
mental health institutions should be matched at level 
Ill. Workers in such positions must regularly use skill 
in influencing and communicating with patients who 
display abusive or resistant behavior. 


Nursing Assistant III 2073 


Performs a variety of common nursing procedures as described at 
level Il. Work requires prior ence or training to orm these 
ures with some latitude for exercising ind ent initiative 
ted judgment. May also: perform rocedures sequentially. 
chart patient care; administer prescribed medication and simple 
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treatments; teach patient self care; and lead lower level nursing 
assistants. 


NOTE: Positions receiving additional pay for performing the 
above duties and responsibilities in forensic units of 
mental health institutions should be matched at level 
IV. (See NOTE for level II.) 


Nursing Assistant IV 2074 
pplies advanced patient or resident care principles, procedures 

ond tiles click shot conus and . In 

addition to the work described at level III, uties ude: 


assisting professional staff in planning evaluating patient or resident 
care; subtle changes in patient's condition and behavior and 


recognizing 
ee ursing care accordingly; catheterizing, and suctioning 
patien : mond pe pee Fe pe bp epee. 
needs attention; performing minor tive and 
procedures in a clinic. Supervisor describes limitations or priorities of 


Excluded are nursing assistants above level IV. Workers in these 
excluded tions typically participate (rather than assist) in planning 
poe pce Fm tient or resident care; function as co-therapists in 
mental health py sessions; or coordinate treatment activities with 
patients, families, and faculty staff. Also excluded are positions 
additional pay for perfi level IV duties and responsibilities in 
forensic units of mental th institutions. (See N for level II.) 


Operates and monitors medical machines, equipment, or 
instruments as part of the examination or treatment of patients in 

tals, clinics, or other medical establishments. Work is subordinate 
to work of physicians or other professional employees. Work involves 
medical machines, equipment, or instrument u in: 


cardiac catheterization; 

electrocardiography; (EKG) 

electroencephalography; (EEG) 

pumping and oxygenating the blood during open-heart 
surger,,. or in treating patients with obstructed pulmonary or 
coronary arteries or serious heart trouble; 

hemodialysis; 

controlling the pressure in a hyperbaric-oxygen chamber; 
inhalation/respiratory therapy; 


pulmonary function testing; 
ultrasonography feonearectat or thermography. 


Excluded are: 


{a) diagnostic and therapeutic radiologic teci:mologists; 

(b) lab technicians, medical technicians, and medical 
technologists; and 

(c) medical machine aides or trainees performing tasks that are 
preparatory or auxilliary to the complete examination and 

treatment of patients under close supervision. 


Medical Machine Operating Technician I 2091 


Performs standard examinations or treatments requiring little 
deviation from instructions or procedures. ts require skill in 
orming either 1) delicate measurements or machine adjustments, or 

) repetitive observations requiring subtle determinations. Works with 


patients who are generally cooperative. 


Medical Machine Operating Technician II 2092 


Performs examinations or treatments that require adapting 
techniques and procedures to individual assignments. Uses judgment 
to: 


- vary test or treatment procedures according to patient's 
condition and to assess adequacy of results obtained under 
difficult circumstances (e.g., patient is too sick to cooperate); 


- recognize when common test results or patient reactions 
indicate the need for either additional tests to pinpoint 
abnormalities or for consultation with a physician regarding 


changes to prescribed treatments; or 


- perform procedures not covered by detailed instructions or 
a require variations to meet special needs outlined by a 
physician. 


Frequently works with patients who are critically ill and require 
special procedures and handling. Recognizes adverse responses and 
initiates cy procedures, such as cardiopulmonary resuscitation. 
Supervisor outlines general work objectives, priorities, and results 

. Work is reviewed for overall adequacy and compliance with 
general instructions. 


Medical Machine Operating Technician III 2093 
Performs complex examinations or treatments using a variety of 
established procedures that require a high degree of judgment and skill 


to perform: 
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- many delicate and exacting and subtle discriminations, 
and to evaluate test results patient responses to either 


determine machine adjustments or select the 
methods and that will produce the most effective 
results: and/or 

- as a team member in extensive, complex procedures 
that alertness precision to coordinate actions 


ee ct ee oe remedy diibocttion °F 
: or to 
improve the accuracy pees ape te mledy magne 


- make precise discriminations in evaluating either patient 
reactions or data from monitoring equipment, and taking 
appropriate actions, without instructions, to control or 
compensate for adverse reactions. 


Participates i medical tal 
volving new techniques. May tren others in perforaaing ouch 
techniques. Receives general guidance in anticipating possible problems. 
Supervisor usually relies on technician's judgment. 


HNICIAN/ 


Provides semiprofessional support to engineers or related 
professionals engaged in the planning, design, management, or 
supervision of the construction (or alteration) of such structures as 
buildings, streets and highways, airports, sanitary systems, or flood 
control systems. Applies knowledge of the methods, equipment, and 
techniques of several of the following support functions: 


b4 
eee F eetfions: 't =e: OF Preparing project atte 


Testing - a ena the suyuical characterise of so rock 
concrete or other construction materials to determine methods 


ae Geers SNCS OF 0 CRY Cn Gay Ge Gay 
star ° 


Surveying - measuring or determining distances, elevations, 
areas, angles, land boundaries or other features of the earth's 


Construction inspection - perform site inspection of 
Seneinniion cuaieeis to Gotarmine cauiermnenee with contract 


spociisatland all Gallina eotee. 

Excluded are and construction, maintenance, 
and craft workers or other science technicians 
engineers required to rather than technical knowledge 
of to their and technicians not primarily concerned 
with civil or construction engineering. 

Also excluded are technicians 


- below level I whose work is limited to very simple and routine 
identify tems or recording simple instrument readings at 
specified intervals; and 


above level V who perform work of broad and 
complexity either tey planning and accomplishing a complete 
project or by serving as an expert in a narrow aspect of a 
particular engineering field. 


Positions are classified into levels on the basis of the following 
definitions. 


Survey fechnician/ 


Construction Inspector I 2081 


Performs simple, routine tasks under close supervision or from 
detailed procedures. Work is checked in progress and on completion. 
Performs a variety of such typical duties as: 


- compiles data from tests, 
- ve hed — co 
putations by substitu ues in specified formu plots 
compulatiens ty substituting values & op 


Nhe conducts simple or repetitive tests on soils, concrete 
tes; ¢.g. ..cve analysis, slump tests and moisture 
content ut dtterennation. 


Surveying - performs routine and established functions such as 
holding range poles or rods where special procedures are 
required or directing the placement of surveyor's chain or tape 
and selecting measurement points. 


Construction inspection - makes simple measurements and 
observations; may make preliminary recommendations 


concerning the acceptance of materials or workmanship in clear- 
cut situations. 


Con “trisction Inspector II 2082 


Performs standard or prescribed assi ents involving a sequence 
of related operations. Follows standard work methods and receives 
detailed instructions on unfamiliar assignments. Technical adequacy of 
routine work is assessed upon completion; nonroutine work is reviewed 
in progress. Performs a variety of such typical duties as: 


nD =) - oomaees and Solannine * 
variety of data requi engineers for project p e.g., 
Iedrclogic and sedimentation data; earthwork quantities), 
applying simple algebraic or geometric formulas. 


Testing - conducts a variety of standard tests on soils, concrete 
and aggregates, e.g., determines the liquid and plastic limits of 
soils or the flexural and compressive strength, air content and 
elasticity of concrete. Examines test results and explains 
unusual findings. 


Surveying - applies specialized knowledge, skills or judgment to 
a varied and complex sequence of standard operations, e.g., 
surveys small land areas using rod, tape and hand level to 
estimate volume to be excavated; or records data requiring 
numerous calculations. 


Construction inspection - Applies a variety of techniques in 
inspecting less complex projects, e.g., the quality, quantity, and 
placement of gravel for road construction; excavations; and 
concrete footings for structures. Determines compliance with 
plans and specifications. May assist in inspecting more complex 
projects. 


Survey fechnician/ 


Construction Inspector III 2083 


Performs assignments which include nonstandard applications, 
analyses or tests; or the use of complex instruments. Selects or adapts 
standard procedures using fully applicable precedents. Receives initial 
instructions, requirements and advice as needed; performs recurring 
work independentiy. Work is reviewed for technical adequacy and 
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conformance with instructions. Performs a variety of such typical duties 
as: 


Data compilation and analysis — pep = 

u t in selecting vources, tating data and adapting 
irethods. €.g., computes, from file notes, quantities of materials 
required for roads which include retaining walls and culverts; 
plots profiles, cross sections and drainage «reas for a small 
earthwork dam. 


Testing - conducts tests for which established procedures and 
equipment require either adaptation or the construction of 
auxi devices. Uses judgment to interpret precise test 
results. 


Surveying - uses a variety of complex instruments to measure 
—_ Pe and elevations, applying judgment and skill in selecting 
describing field information. Assignments include: 
recording — and detailed descriptive data and providing 
sketches of A en - and culture; or running short 
traverse lines from specified points along unobstructed routes. 


Construction inspection - independently inspects standard 
procedures, items or operations of limited difficulty, e.g., slope, 
embankment, grading, moisture content, earthwork compaction, 
concrete forms, reinforcing rods or simple batching and 
placement of concrete on road construction. 


2084 


Plans and orms nonroutine a of substantial variety 
and complexity. Selects orient, delines to resolve problems which 
are not fully covered by ents. orms recu work 
independently, receiving technica) advice as needed. Performs a variety 
of such typical duties as: 


Design and specification - prepares site layouts for projects from 
such information as design criteria, soil conditions, existing 
buildings, topography and survey data; makes preliminary cost 
estimates from established unit prices. 


Testing - conducts tests which require the selection and 
substantial modification of ~~ 21" and procedures. 
Recognizes and interprets subtle, i.e., fluctuating, test reactions. 


Surveying - makes exacting measurements under difficult 
conditions e.g., leads detached observing unit on surveys 
involving unusually heavy urban, rail or highway traffic; serves 
as party chief on conventional construction, property, 
topographical, hydrographic or geodetic surveys. Excluded are 
party chiets responsible for unusually difficult or complex 


surveys. 
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Construction inspection - performs inspections for a variety of 
complete projects of limited size and complexity or a phase of a 
larger project, e.g., conventional one or two story concrete and 
steel buil ings: park and forest road construction limited to 
clearing, grading and drainage. Interprets plans and 
specifications, resolves differences between plans and 
specifications, and approves minor deviations in methods which 
conform to established precedents. 


Survey fechnician/ 


Construction Inspector V 2085 


Performs nonroutine and complex assignments invo 
responsibility for planning and contacting a complete project of limited 
scope or a portion of a larger, more complex project. Selects and adapts 
sochelenaes. designs, or layo'' . Reviews, analyzes and interprets the 
technical work of others. Cux.:,leted work is reviewed for technical 
adequacy. Performs a variety of such typical duties as: 


Design and specification - prepares plans and specifications for 
major projects such as roads and airport runways, or electrical 
distribution systems. Applies established engineering practice; 
selects and adapts p ents to meet specific requirements. 


Testing - modifies established testing programs, analyzing 
specifications, drawings and other data to determine the tests 
required; adapts test equipment and procedures; analyzes and 
evaluates test data and writes evaluative reports of findings and 
recommendations. 


Construction inspection - inspects projects of unusual difficulty 
and complexity, e.g., large multi-story hospitals or laboratories 
which include sophisticated electrical and mechanical 
equipment; airport runways for jet aircraft with exa 
requirements. Independently interprets nlans and specifications 
to resolve complex construction problems. 


ENGINEERING TECHNICIAN 


To be covered by these definitions, employees must meet all of the 
following criteria: 


l. Provides semiprofessional technical support for engineers 
working in such areas as research, design, development, 
testing or manufacturing process improvement. 


2. Work pertains to electrical, electronic, or mechanical 
components or equipment. 


3. Required to have some practical knowledge of science or 
engineering; some positions may also require a practical 
knowledge of mathematics or computer science. 


Excludes production or maintenance workers, quality control technicians 
or testers, model makers or other craftworkers, chemical or other non- 
engineering technicians, civil engineering technicians, drafters, 
designers, and engineers (who are required to apply a professional 
knowledge of engineering theory and principles to their duties, unlike 
higher level enginee technicians who may perform the same duties 
mene only practical skills and knowledge). excludes engineering 
technicians: 


a. below level I who are limited to simple tasks such as: 
measuring items or regular shapes with a caliper and 
computing cross sectional areas; iden wei and 

g easy to identify items; or recording simple 
instrument readings at specified intervals; and 


b. above level V who perform work of broad scope and 
complexity either by planning and accomplishing a complete : 
(Oe OF Sy Garin 58 Gh eiptes Wh 8 Resew aspen «fo 
particular field of engineering. (See level VI.) 


Engineering Technician I 1801 


Performs simple routine tasks under close supervision or from 
detailed procedures. Work is checked in pro or on completion. 
Performs at this level one or a corabination of such typical duties as: 


Assembles or installs equipment or parts requiring simple wiring, 
soldering, or connecting. 


Performs simple or routine tasks or tests such as tensile or 
hardness tests; operates and adjusts simple test equipment; 
records test data. 


Gathers and maintains specified records of engineering data such 
as tests, drawings, etc.; performs computations by substituting 
numbers in specified formulas; plots data and draws simple curves 
and graphs. 


Engineering Technician II 1802 


Performs standardized or prescribed assignments involving a 
sequence of related operations. Follows standard work methods on 
recurring assignments but receives explicit instructions on unfamiliar 
assigninents; technical adequa: , 0! routine work is reviewed on 
completion; nonrouuine work m.) » so be reviewed in progress. Performs 
at this level one or a combinatic.: of such typical duties as: 


Assembles or constructs simple or standard equipment or parts; 
may service or repair simple instruments or equipment. 


Conducts a variety of standardized tests; may prepare test 
specimens; sets up and operates standard test equipment; records 
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test data, pointing out deviations resulting from equipment 
malfunction or observational errors. 


Extracts e eering data from various prescribed but 
nonstandardized sources; processes the data following well-defined 


methods including elementary algebra and geometry; presents the 
data in hen we form. 


Engineering Technician III 1803 


Performs assignments that are not completely standardized or 
rescribed. Selects or adapts standard procedures or equipment, using 
fully applicable precedents. Receives initial instructions, equipment 
requirements, and advice from supervisor or engineer as needed; 
performs recurring work independently; work is reviewed for technical 
adequacy or conformity with instructions. Performs at this level one or a 
combinaiion of such typical duties as: 


Constructs components, subunits, or simple models or adapts 
standard equipment. May troubleshoot and correct malfunctions. 


Conducts various tests or experiments which may require minor 
modifications in test setups or poocesunes as well as subjective 
judgments in measurement; selects, sets up, and operates 
standard test ejuipment and records test data. 


Extracts and compiles a variety of enginee data from field 
notes, manuals, lab reports, etc.. processes data, identifying errors 
or inconsistencies; selects metho. 's of data presentation. 


Engineering Technician IV 1804 


Performs nonroutine assignments of substantial variey and 
complexity, using precedents which are not fully applicable. May also 
plan such assignments. Receives technical advice from supervisor or 
engineer; work is reviewed for technical ad pow (or conformity with 
instructions). May be assisted by lower level technicians and have 
frequent contact with professionals and others within the establishment. 
Performs at this level one or a combination of such typical duties as: 


Works on limited segment of development project; constructs 
experimental or prototype models to meet engnesring 
requirements; conducts tests or experiments and oops as 
necessary; and records and evaluates data and reports findings. 


Conducts tests or experiments ——— selection and adaptation 
or modification of « wide variety of critical test equipment and test 
procedures; sets up and operates equipment; records data, 
measures and records problems of significant complexity that 
sometimes require resolution at a higher level; ziid analyzes data 
and prepares test reports. 


Extracts and analyzes a variety of engineering data; applies 
conventional engineering practices to develop or prepare 
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schematics, designs, specifications, parts lists, or makes 
recommendations regarding these items. May review designs or 
specifications for adequacy. 


engineering Technician V_ 1805 


Performs nonroutine and complex assignments in 

responsibility for planning and conducting a complete project of relatively 
limited scope or a portion of a larger and more diverse project. Selects 
and adapts plans, techniques, designs, or layouts. Contacts 
in related activities to resolve problems and coordinate the work; reviews, 
analyzes, and integrates the technical work of others. Supervisor or 
professional engineer outlines objectives, requirements, and design 
approaches; completed work is reviewed for technical adequacy and 
satisfaction of requirements. May train and be assisted by lower level 
, pam Performs at this level one or a combination of such typical 

uties as: 


Designs, develops, and constructs major units, devices, or 


equipment; conducts tests or experiments; results and 
redesigns or modifies equipment to improve ormance; and 
reports results. 


Plans or assists in planning tests to evaluate equipment 
performance. Determines test requirements, equipment 
modification, and test procedures; conducts tests, analyzes and 
evaluates data; and prepares reports on findings and 
recommendations. 


Reviews and analyzes a variety of engineering data to determine 
requirements to meet ay objectives; may calculate design 
data; and prepares layouts, detailed s cations, parts, lists, 
estimates, procedures, etc. May check and analyze drawings or 
equipment to determine adequacy of drawings and design. 


- Not for survey - illustrative of higher level 
jobs to be excluded. 


Performs work of broad — and ve involving responsibility 
for independently planning and accomplishing a complete project or 
study, or serves as an expert in a narrow aspect of a particular field of 
engineering, e.g., environmental factors affecting electronic engineering. 
Complexity of assignments typically requires considerable creativity and 
judgment in devising ways to accomplish the work, and making sound 
engineering compromises and decisions in situations where standard 

e eering methods, procedures, and techniques may not be applicable. 
Selects approaches to resolve design or operational problems; visualizes 
and develops new designs, techniques or methods, as needed. 
Coordinates complex engineering and administrative problems needing 
resolution with suppliers, contractors, engineers, etc., after discussing 
with supervisor approach to be taken. Supervisor or professional 
engineer provides advice on unusual or controversial problems or policy 
matters; completed work is reviewed for compliance with overall project 
objectives. May supervise a small staff or train and be assisted by lower 
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level technicians. Performs, at this level, one or a combination of such 
typical duties as: 


Plans approach and details and conducts various experiments to 
develop equipment or systems characterized by (a) difficult 
performance requirements because of conflicting attributes such 

as versatility, ility, size, ease of operation, or components. 
ot and evaluates possible approaches with close 

co ration of supervisor and others, and plans various phases of 
approach; arranges for fabrication of pilot models and determines 
test procedures and design of special test equipment. 


and coordinates tesi setups and experiments to prove or 
disprove the feasibility of preliminary design; uses untried and 
untested measurement nee tg improves the poreeenance of 
the equipment to meet desirable features. May advise equipment 
users on redesign to solve unique operational deficiencies. 


Writes technical rts on projects covering pen. evaluation, 

, and conclusion of the application of new or modified 
devices and makes any necessary design changes. May prepare 
technical papers on new processes in development work for 
publication in eering or scientific journals. Contributes to 
the preparation of formal reports on special technical 
investigations or studies. 


DRAFTER 


Performs drafting work requiring knowledge and skill in drafting 
methods, poopemanes. and techniques. Pre s drawings of structures, 
facilities, land profiles, water systems, mechanical and electrical 
equipment, pipelines, duct systems, and similar equipment, systems, 
and assemblies. Drawings are used to communicate engineering ideas, 
oa. and information. Uses recognized systems of symbols, legends, 
shadings, and lines having specific m*anings in drawings. 


Excluded are: 


a. designers using technical knowledge and judgment to 
conceive, plan, or modify designs; 


b. illustrators or graphic artists using artistic ability to prepare 
illustrations; 


C. office drafters preparing charts, diagrams, and room 
arrangements to depict statistical and administrative data; 


d. nese fn preparing maps and charts primarily using a 
technical knowledge of cartogray iy; 


e. computer-assisted drafters that are not matchable 
is to the level-to-level distinctions below. 


“~ 


supervisors. 


Positions are classified into levels based on the following definitions. 


Drafter I 2021 


Working under close supervision, traces or copies finished drawings, 
clearly indicated revisions in notes and dimensions. Uses 
appropriate templates to draw curved lines. Assignments are designed to 
develop increasing skill in various drafting techniques. Work is spot 

checked during progress and reviewed upon completion. 


Note: Excludes drafters a namey | instruction in the elementary 
methods and techniques of drafting and learning to use and 


care for equipment. Workers in these excluded positions 
typi trace and copy simple drawings having straight 
lines and few details; prepare border lines and title boxes for 
drawing sheets; and prepare basic title headings by tracing 


or using lettering kits. 
Drafter II 2022 


Prepares dra of simple, easily visualized structures, systems, 
parts or equipment from sketches or marked-up prints. Selects 
riate templates or uses a compass and other equipment needed to 


complete ents. Drawings fit familiar patterns and present few 
technical problems. Supervisor provides detailed instructions on new 
ts guidance when questions arise, and reviews 


completed work for accuracy. Typical assignynents include: 


From marked-up prints, revises the original drawings of a 
plumbing system by increasing pipe diameters. 


From sketches, draws building floor plans, determining size, 
spacing, and arrangement of freehand lettering according to 
e. 


Draws simple land profiles from predetermined structural 
dimensions and reduced survey notes. Traces river basin maps 
and enters symbols to denote stream sampling locations, 
municipal and industrial waste discharges, and water supplies. 


Drafter III 2023 


Prepares various drawings of such units as construction pecpocts or 
parts and assemblies, including various views, sectional profiles, 
irregular or reverse curves, hidden lines, and small or intricate details. 
Wor ony mete use of most of the conventional drafting techniques and a 
wor owledge of the terms and procedures of the occupation. 
Makes arithmetic computations using standard formulas. Familiar or 
recurring work is assigned in general terms. Unfamiliar assignments 
include information on methods, procedures, sources of information, and 
precedents to follow. Simple revisions to existing drawings may be 
assigned with a verbal explanation of the desired results. More complex 
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revisions are produced from sketches or specifications which clearly 
depict the desired product. Typical assignments include: 


From a layout and manual references, prepares several views of 
a simple gear system. Obtains dimensions and tolerances from 
manuals and by measuring the layout. 


Draws base and elevation views, sections, and details of new 
bridges or other structures; revises complete sets of roadway 
drawings for highway construction pone: or prepares block 
maps, indicating water and sewage line locations. 


Prepares and revises detail and design dra for such 
projects as the construction and installation of electrical or 
electronic equipment, plant wiring, and the manufacture and 
assembly of printed circuit boards. Drawings typically include 
details of mountings, frames, guards, or other accessories; 
conduit layouts; or wiring diagrams indicating transformer 
sizes, conduit locations and mountings. 


Drafter IV_ 2024 


Prepares complete sets of complex drawings which include multiple 
views, detail drawings, and assembly drawings. Drawings include 
complex Uesign features that require considerable drafting skill to 
visualize and portray. yy regularly require the use of 
mathematical formulas to draw land contours or to compute weights, 
center of gravity, load capacities, dimensions, quantities of material, etc. 
Works from sketches, models, and verbal information supplied by an 
engineer, architect, or designer to determine the most ropriate views, 
detail drawings, and supplementary information needed to complete 
assignments. Selects required information from precedents, 
manufacturers’ catalogs, and technical guides. Independently resolves 
most of the problems encountered. Supervisor or design originator may 
s t methods of approach or provide advice on unusually difficult 

lems. Typical assignments include: 


From layouts or sketches, papers complete sets of drawings 
of test equipment to be manufactured. ral cross-sectional 
and subassembly drawings are required. From information 
supplied by the design quienneher and from technical 
handbooks and manuals, describes dimensions, tolerances, 
fits, fabrication techniques, and standard parts to use in 
manufacturing the equipment. 


From electronic schematics, information ag to maximum size, 
and manuals giving dimensions of standard parts, determines 
ee arrangement and prepares drawings of printed circuit 

s. 


From precedents, drafting standards, and established 
practices, pre s final construction drawings for floodgates, 
navigation locks, dams, bridges, culverts, levees, channe 
excavations, dikes, and berms; prepares boring profiles, typical 
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cross-sections, and land profiles; and delineates related 
topographical details as required. 


final dra for street and fi 
waler and sewer lines having complex trunk Imes: restuces field 
t profile required; 
natiies cupervisor of conflicting details in design. 


: Excludes drafters orming work of similar difficulty to 
— that described at op te eh gh ey Ae 


variety of organizations which have widely differing functions 
or requirements. 
Drafter V 2025 
Works closely with design originators, p pang ¢ ! gs of unusual, 
OL F80 Oe) Lo, Ji Vii ilic ut > sult Willd) § OU a fliekth UCEICe OF DICCISION. 
PTiIOTmMS un enbeel requiring MC neTAacl 
initiative, me ennee bo and expertise. Assures that 
anticipated problems in manufacture, assembly, installation, and 
en Se Sopeen Sy sae Coenen Beeeesoe, Exercises independent 
tin and interpreting data based on a knowledge of the 
d intent. wpe Ane ta 4 - may occasionally 
interpret general designs others to complete minor details 


Monitors and operates the control corisole of either a mainframe 
digital computer or a group of minicomputers, in accordance with 
suerating instructions, to process data. Work is characterized by the 
5 . 


- mane ow * operating instructions to determine equipment setup 
n : 


- — equipment with required items (tapes, cards, paper, 
etc.); 


- Switches necessary auxiliary equipment into system; 
- Starts and operates control console; 
- Diagnoses and corrects equipment malfunctions: 


Reviews error incssages and makes corrections during 
operation or refers p: »blems; 


- Maintains operating record. 


May test run new or modified programs and assist in modi 
systems or programs. Included within the scope of this definition are 
fully computer operators, trainees working to become fully 

operators, and lead operators providing technical assistance to 
lower level positions. 


Excluded are: 


a. workers operating small computer systems where there is 


little or no opportunity for operator intervention in program 
processing and few requirements to correct equipment 
malfunctions; 


b. peripheral equipment opevators and remote terminal or 
computer operators who do not run the contro of 
either a mainframe digital computer or a group 
minicomputers; and 


C. workers wang the computer for scientific, technical, or 
nee work when a knowledge of the subject matter 
is requ , 


Computer Operator I 2851 


Receives on-the-job training in operating the control console 
(sometimes augmented by classroom training). Works under close 
paper ox is provided detailed written or oral guidance 

ore and during ments. As instructed, resolves common 
ea Pa. serve as an assistant operator working under 
supervision or performing a portion of & more senior operator's 


Computer Operator Il 2852 


Processes scheduled routines which present few difficult + "ee 
problems (e.g., infrequent or easily resolved error conditions). In 
response to computer output instructions or error conditions, applies 
standard operating or correct’ 7e procedure. Refers problems which do 
nut respond to preplanned procedure. May serve as an assistant 


operator, working under general supervision. 


Computer Operator III 2853 


Processes a range of scheduled routines. In addition to operating the 
system and resolving common error conditions, diagnos -s and acts on 
machine stoppage and error conditions not fully covered vy existing 
procedures and guidelines (e.g., resetting switches and other controls or 
nr mechanical adjustments to maintain or restore equipment 
operations). In response to computer output instructions or error 
conditions, may deviate from standard procedures if standard 
procedures do not provide a solution. Refers problems which do not 
respond to corrective procedures. 


Computer Operator [V_ 2854 


Adapts to a variety of nonstandard problems which require extensive 
on aa Fy In fanny —— , 

or ures to computer output 

= oe _- =. 
from among several alternatives and alters or deviates from standard 
procedures if standard procedures do not provide a solution (e.g, 


oe eS en ee Cee ey eee 
ers problems ny completed work 
submitted to users without supervisory review 

Computer Operator V_ 2855 


Resolves of difficult ( 
unusual equipment connections and rarely used equipment and channel 
configurations processing or 


t, circuits, or channels or {wll allow test programs 
ane: eee Comapratens t will allow test 


to process without interfering with on-going job a. = 


matter specialists in resolving problems 
Computer Operator V1 2856 
In addition to level V ties, uses a of 


ng. modifying, and developing operating system. or : 
(2) dew “ ing overating instructions and techniques to cover 
situati 4s: and (3) switching to emergency backup procedures. 


PHOTOGRAPHER 


Takes pictur cs ~equiring a typicain Se famttertiy with 
equipment, aia pr .«sses. iliarity with ee 
tion's activiues (e. Went roe hem bad | technical, 


retail, commercial, etc.) some artistic ability is needed ot the higher 
levels. Depending on the objectives of the 

use standard seen tingid simple still, eraphie and motion 
picture cameras, video and te hand cumeras, and similar 


common'y used equi t) ~ use special-purpose + pc 
‘incluc. ne specialined atill ax: c cameras, motion 


production, television studio, 4) igh speed cameras and equipmerd). 

~~ 7 higher levels. a complex ate te system of equipment may be 
, as ».ceded, with sound or lighting systems, a. timing or 

measures: 2ent control mechanisms, or im 

environments, etc. Work of photographers at all leve is ‘reviewed fcr 


quality and acceptability. Photographers may also develop, process, and 


edit film or tape, serve as a lead to lower level 
workers, or may orm work described at levels as needed 
Excluded are: 


cut, or splice negatives 

c workers who AW. ‘ eee. oF oes 
photographic or or develop, main or repair 
photographic equipment; 


d. workers who primarily direct the sequences, actions 
sound, and edi ci motion for 
Eclovidioet weitere and editors: a0 — 


; photographers taking pictures for commercial 
° magazine publishers, television stations, or movie cers. 


Positions are matched to the appropriate level based on the difficulty 
of, ee ertieden wl ete eed oad including the 


ge Sepa to fulfill the assignment. 
Nye hme pa Se an indication of the level of aubeulty, 
photographers at the higher levels may use standard equipment. as 


Photographer I 1871 


Takes routine ures in situations where several shots can be taken. 
Uses standard still cameras jor pictures lacking com tions, such as 
, motion, colcr contras!. wh. ag | are taken for 
tification, em publications, information, or publicity purposes. 
Workers must be to focus, center, and provide simple flash-type 
lighting for an uncomplicated photograph. 


subjects are em who are photographed for 
iden eh pod yt interviews, banquets or meetings; or 
external views of machinery, supplies, equipment, buildings, damaged 
shipments, or other subjects cis photcgraphed phed to record tions. 
Assignments are usually thout direct guidance due to the 
clear and simple nature fey at - 4 ¥ 


Photographer Il 1872 


Uses standard till cameras, comm le ligh equipment, 
and related techniques to take pho sratuptee whieh tntive tian limited 


probleins of speed, notion, soles couiealt, or ligt ighting. Typically, the 
subjects photographed are similar to those at level I, but the technical 
aspects require more skill. Based on clear-cut objectives, determines 
shutter speeds, lens settings and filters, camera angles, exposure times, 
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and type of film. Requires familiarity with the situation gained from 
similar past experience to arrange for specific emphasis, balanced 
iighting, and correction for distortion, etc., as needed. May use 16mm or 
35mm motion picture cameras for simple shots such as moving 
equipment or individuals ai work or meetings, where available or simple 
artificial lighting is used. 


Ordinarily, there is opportunity for repeated shots or for retakes if the 
original exposure is unsatisfactory. Consults with supervisor or more 
experienced photographers when problems are anticipated. 


Photographer III 1873 


Selects from a range of standard photographic equipment for 
assignments demanding exact renditions, normally without opportunity 
for later retakes, when there are specific problems or uncertainties 
concerning lighting, exposure time, color, artistry, etc. Discusses 
technical requirements with operating officials or supervisor and 
customizes treatment for each situation according to a detailed request. 
Varies camera processes and techniques and uses the setting and 
background to produce esthetic, as well as accurate and informative, 
pictures. Typically, standard equipment is used at this level although 
"specialized" photography is usually performed; may use some special- 
purpose equipment under closer supervision. 


In typical assignments, photographs: drawings, charts, maps, textiles, 
etc., requiring accurate computation of reduction ratios and exposure 
times and precise equipment adjustments; tissue specimens in fine detail 
and exact color when color and condition of the tissue may deteriorate 
rapidly; medical or surgical procedures or conditions which normally 
cannot be recaptured; machine or motor parts to show wear or corrosion 
in minute wires or gears; specialized real estate, goods and products for 
catalogs or listings where salability is enhanced by the photography; 
work, construction sites, or patrons in prescribed detail to substantiate 
legal claims, contracts, etc; artistic or technical design layouts requiring 
precise re appa settings; fixed objects on the ground or air-to-air 
objects which must be captured quickly and require directing the pilot to 
get the correct angle of approach. 


Works independently; solves most problems through consultations 
with more experienced photographers, if available, or through reference 
sources. 


Photographer IV 1874 


Uses a cameras and related equipment for assignments 
in which the photographer usually makes all the technical decisions, 
although the objective of the pictures is determined by — officials. 
Conceives and plans the technical photographic effects desired by 
operating officials and discusses modifications and improvements to 
their original ideas in light of the potential and limits of the equipment. 
Improvises photographic methods and techniques or selects and alters 
secondary photographic features (e.g., scenes, backgrounds, colors, 
lighting). Many assignments afford only one opportunity to photograph 
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the subject. Typical examples of equipment used at this level include 
ultra-high speed, motion picture production, studio television, animation 
cameras, specialized still and graphic cameras, electronic timing and 
triggering devices, etc. 


Some assignments are characterized by extremes in light values and 
the use of complicated equipment. Sets up precise paetapapc 
measurement and control equipment; uses high speed color 
photography, synchronized stroboscopic (interval) light sources, and/or 
timed electronic triggering; operates equipment from a remote point; or 
arranges and uses cameras operating at several thousand frames ver 
second. In other assignments, selects and sets up motion picture or 
television cameras and accessories and shoots a part of a production or a 
sequence of scenes, or takes special scenes to be used for background or 
special effects in the production. 


Works under guidelines and requirements of the subject-matter area 
to be photographed. Consults with supervisors only when dealing with 
highly unusual problems or altering existing equipment. 


Photographer V 1875 


As a top technical expert, exercises imagination and creative ability in 
response to photography situations requiring novel and unprecedented 
treatment. Typically performs one or more of the following assignments: 
(1) develops and adapts photographic equipment or processes to meet 
new and unprecedented situations, e.g., works with engineers and 
physicists to develop and modify equipment for use in extreme conditions 
such as excessive heat or cold, radiation, high altitude, underwater, wind 
and pressure tunnels, or explosions; (2) plans and organizes the overall 
technical photographic coverage for a variety of events and developments 
in phases of a scientific, industrial, medical, or research project; or (3) 
creates desired illusions or emotional effects by developing trick or 
special effects photography for novel situations requiring a high degree of 
ny and imaginative camera work to heighten, simulate, or alter 
reality. 


Independently develops, plans, and organizes the overall technical 
photographic aspects of assignments in collaboration with operating 
officials who are responsible for project substance. Uses imagination and 
creative ability to implement objectives within the capabilities and 
limitations of cameras and equipment. May exercise limited control over 
the substance of events to be photographed by staging actions, 
suggesting behavior of the principals, and rehearsing activities before 
photographs are taken. 


NOTE: Excluded are photographers above level V who 
independently plan the objectives, scope, and substance of 
photography for projects in addition to planning overall 
technical photographic coverage. 
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CLERICAL OCCUPATIONS 


ACCOUNTING CLERK 


Performs one or more accounting tasks, such as pastas Se registers 
and ledgers; balancing and reconciling accounts; verifying the internal 
consistency, completeness, and mathematical accuracy of accounting 
documents; assigning prescribed accounting distribution codes; 
examining and verifying the clerical accuracy of various types of reports, 
lists, calculations, postings, etc.; preparing journal vouchers; or making 
entries or adjustments to accounts. 


Levels I and II require a basic knowledge of routine clerical methods 
and office practices and procedures as they relate to the clerical 
processing and recording of transactions and accounting information. 
Levels III and IV require a knowledge and understanding of the 
established and standardized bookkeeping and accounting procedures 
and techniques used in an accounting system, or a segment of an 
accounting system, where there are few variations in the types of 
transactions handled. In addition, some jobs at each level may require a 
basic knowledge and understanding of the terminology, codes, and 
processes used in an automated accounting system. 


Accounting Clerk | 1061 


Performs very simple and routine accounting clerical operations, for 
example, recognizing and comparing easily identified numbers and codes 
on similar and repetitive accounting documents, verifying mathematical 
accuracy, and identifying discrepancies and bringing them to the 
supervisor's attention. Supervisor gives clear and detailed instructions 
for specific assignments. eyes refers to supervisor all matters not 
covered by instructions. Work is closely controlled and reviewed in detail 
for accuracy, adequacy, and adherence to instructions. 


Accounting Clerk II 1062 


Performs one or more routine accounting clerical operations, such 
as: examining, verifying, and correcting accounting transactions to 
ensure completeness and accuracy of data and proper identification of 
accounts, and checking that expenditures will not exceed obligations in 
specified accounts; totaling, balancing, and reconciling collection 
vouchers; posting data to transaction sheets where employee identifies 
proper accounts and items to be posted; and ——— documents in 
accordance with a chart (listing) of accounts. Employee follows specific 
and detailed accounting procedures. Completed work is reviewed for 
accuracy and compliance with procedures. 


Accounting Clerk III 1063 


Uses a knowledge of double entry bookkeeping in performing one or 
more of the following: posts actions to journals, identifying subsidiary 
accounts affected and debit and credit entries to be made and assignin 
proper codes; reviews computer printouts against manually maintaine 
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journals, detecting and correcting erroneous postings, and preparing 
documents to adjust accounting classifications and other data; or 
reviews lists of transactions rejected by an automated system, 
determining reasons for rejections, and preparing necessary correcting 
material. On routine assignments, employee selects and applies 
established procedures and techniques. Detailed instructions are 
provided for difficult or unusuai assignments. Completed work and 
methods used are reviewed for technical accuracy. 


Accounting Clerk IV 1064 


Maintains journals or subsidiary ledgers of an accounting system 
and balances and reconciles accounts. Typical duties include one or 
both of the following: reviews invoices and statements Yn 
information, ensuring sufficient funds have been obligated, and if 
questionable, resolving with the submitting unit, determining accounts 
involved, coding transactions, and processing material through data 
processing for application in the accounting system); and/or analyzes 
and reconciles computer printouts with operating unit reports 
(contacting units and researching causes of discrepancies, and taking 
action to ensure that accounts balance). Employee resolves problems in 
recurring assignments in accordance with previous training and 
experience. Supervisor provides suggestions for handling unusual or 
nonrecurring transactions. Conformance with requirements and 
technical soundness of completed work are reviewed by the supervisor or 
are controlled by mechanisms built into the accounting system. 


Note: Excluded from level IV are positions responsible for 
maintaining either a general ledger or a general ledger in 
combination with subsidiary accounts. 


FILE CLERK 


Files, classifies, and retrieves material in an established filing 
system. May perform clerical and manual tasks required to maintain 
files. Positions are classified into levels on the basis of the following 
definitions. 


File Clerk I 1071 


Performs routine filing of material that has already been classified or 
which is easily classified in a simple serial classification system (e.g., 
alphabetical, chronological, or numerical). As requested, locates readily 
available material in files and forwards material; may fill out withdrawal 
charge. May perform simple clerical and manuz! tasks required to 
maintain and service files. 


File Clerk Il 1072 


Sorts, codes, and files unclassified material by simple (subject-matter) 
headings or partly classified material by finer subheadings. Prepares 
simple related index and cross-reference aids. As requested, locates 
clearly identified material in files and forwards material. May perform 
related clerical tasks required to maintain and service files. 
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File Clerk III 1073 


Classifies and indexes file material such as correspondence, reports, 
technical documents, etc., in an established filing system containing a 
number of varied subject matter files. May also file this material. May 
also keep records of various types in conjunction with the files. May lead 
a small group of lower level file clerks. 


KEY ENTRY OPERATOR 


Operates keyboard-controlled data entry device such as keypunch 
machine or key operated magnetic tape or disc encoder to tiunscribe 
data into a form suitable for computer processing. Work requires skill in 
operating an alphanumeric keyboard and an understanding of 
transcribing procedures and relevant data entry equipment. 


Positions are classified into levels on the basis of the following 
definitions. 


Key Entry Operator | 1121 


Work is routine and repetitive. Under close supervision or following 
specific procedures or detailed instructions, works from various 
standardized source documents which have been coded and require little 
or no selecting, coding, or interpreting of data to be entered. Refers to 
supervisor problems arising from erroneous items, codes, or missing 
information. 


Key Entry Operator II 1122 


Work requires the application of experience and judgment in selecting 
procedures to be followed and in searching for, interpreting, selecting, or 
coding items to be entered from a variety of source documents. On 
occasion may also perform routine work as described for level I. 


NOTE: Excluded are operators above level II using the key entry 
controls to access, r2ad, and evaluate the substance of 
specific records to take substantive actions, or to make 
entries requiring a similar level of knowledge. 


MESSENGER 1130 


Performs various routine duties such as running errands, operating 
minor office machines such as sealers or mailers, opening mail, 
distributing mail on a regularly scheduled route, and other minor clerical 
work. May deliver mail that requires some special handling, e.g., mail 
that is insured, registered, or marked fcr special delivery. 
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Excluded are positions which include any of the following as 
significant duties: 


operating motor vehicles; 


b. delivering valuables or security-classified mail when the 
work requires a continuing knowledge of special procedures 
for handling such items; 


c. weighing mail, determining postage, or recording and 
controlling registered, insured, and certified mail in the mail 
room; 

d. making deliveries to unfamiliar or widely separated buildings 
or points which are not part of an established route; or 

e. directing other workers. 

ECRETARY 


Provides principal secretarial support in an office, usually to one 
individual, and, in some cases, also to the subordinate staff of that 
individual. Maintains a close and highly responsive relationship to the 
day-to-day activities of the supervisor and staff. Works fairly 
independently receiving a minimum of detailed supervision and 
pacnnes. Performs varied clerical and secretarial duties requiring a 

owledge of office routine and an understanding of the organization, 
programs, and procedures related to the work of the office. 


Exclusions. Not all positions titlea secretary" possess the above 
characteristics. Examples of positions which are excluded from the 
definition are as follows: 


a. clerks or secretaries working under the direction of 
secretaries or administrative assistants as described in e; 

b. stenographers not fully performing secretarial duties; 

Cc. stenographers or secretaries assignied to two or more 
professional, technical, or managerial persons of equivalent 
rank; 

d. assistants or secretaries performing any kind of technical 


work, e.g., personnel, accounting, or legal work; 


e. administrative assistants or supervisors performing duties 
which are more difficult or more responsible than the 
secretarial work described in LR-1 through LR-4; 


f. secretaries receiving additional pay primarily for maintaining 
confidentiality of payroll records or other sensitive 
information; 
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g. secretaries performing routine receptionist, typing, and filing 
duties following detailed instructions and guidelines; these 
duties are less responsible than those described in LR-1 


below; and 
h. trainees. 
Classification by level 


Secretary jobs which meet the required characteristics are matched at 
one of five levels according to two factors: (a) level of the secretary's 
supervisor within the overall organizational structure, and (b) level of the 
secretary's responsibility. The table following the explanations of these 
pene indicates the level of the secretary for each combination of 
actors. 


LEVEL OF SECRETARY'S SUPERVISOR (LS) 


Secretaries should be matched at one of the three LS levels below best 
describing the organization of the secretary's supervisor. 


LS-1 Cnganatianss structure is not complex and internal procedures 
and administrative controls are simple and informal; supervisor 
directs staff through face-to-face meetings. 


LS-2 Or tional structure is complex and is divided into 
llaedannte Anenenne ded eoeaniie dati: tome one ativan as to 


subject-matter, function etc.; supervisor usually directs staff 
through intermediate supervisors; and internal procedures and 
administrative controls are formal. An entire organization (e.g., 
division, subsidiary, or parent organization) may contain a variety 
of subordinate groups which meet the LS-2 definition. Therefore, it 
is not unusual for one LS-2 supervisor to report to another LS-2 
supervisor. 


The presence of subordinate supervisors does not by itself mean 
LS-2 applies, e.g., a clerical processing organization divided ivito 
several units, each performing very similar work is placed in LS-1. 


In smaller organizations or industries such as retail trade, with 
relatively few organizational levels, the supervisor may have an 
impact on the policies and major programs of the entire 
organization, and may deal with important outside contacts, as 
described in LS-3. 


LS-3 Organizational structure is divided into two or more subordinate 
supervisory levels (of which at least one is a managerial level} with 
several subdivisions at each level. Executive's program(s) are 
usually inter-locked on a direct and continuing basis with other 
major organizational segments, requiring constant attention to 
extensive formal coordination, clearances, and procedural controls. 
Executive typically has: financial decision making authority for 
assigned program(s); considerable impact on the entire 
organization's financial position or public image; and responsibility 
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for, or has staff specialists in, such areas as personnel and 
administration for assigned organization. Executive plays an 
important role in determining the policies and major programs of 
the entire organization, and spends considerable time dealing with 
outside parties actively interested in assigned program(s) an 
current or controversial issues. 


ARY IBIL LR 


This factor evaluates the nature of the work relationship between the 
secretary and the supervisor or staff, and the extent to which the 
secretary is expected to exercise initiative and judgment. Secretaries 
should be matched at the level best describing their level of 
responsibility. When the position’s duties span more than one LR level, 
the introductory paragraph at the beginning of each LR level should be 
used to determine which of the levels best matches the position. 
(Typically, secretaries performing at the higher levels of responsibility 
also perform duties described at the lower levels.) 


LR-1 Carries out recurring office procedures independently. Selects the 
guideline or reference which fits the specific case. Supervisor 
provides specific instructions on new assignments and checks 
completed work for accuracy. Performs varied duties including or 
comparable to the following: 


a. Responds to routine telephone requests which have standard 
answers; refers calls and visitors to appropriate staif. 
Controls mail and assures timely staff resporise; may send 
form letters. 


b. As instructed, maintains supervisor's calendar, makes 
appointinents, and arranges for meeting rooms. 


c. Reviews materials prepared for supervisor's approval for 
typographical accuracy and proper format. 


d. Maintains recurring internal reports, such as: time and leave 
records, office equipment listings, correspondence controls, 
training plans, etc. 


e. Requisitions supplies, printing, maintenance, or other 
services. Types, takes and transcribes dictation, and 
establishes and maintains office files. 


LR-2 Handles differing situations, problems, and deviations in the work 
of the office according to the supervisor's general instructions, 
priorities, duties, policies, and program goals. Supervisor may 
assist secretary with special assignments. Duties include or are 
comparable to the following: 


a. Screens telephone calls, visitors, and incoming 
correspondence; personally responds to — for 
information concerning office procedures; determines which 


requests should be handled by the supervisor, appropriate 


>. ~ 
a 3 a j 
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staff member, or other offices. May prepare and sign 
routine, non-technical correspondence in own or supervisor's 
name. 


b. Schedules tentative appointments without prior clearance. 
Makes arrangements for conferences and meetings and 
assembles established background materials, as directed. 
May attend meetings and record and report on the 
proceedings. 


c. Reviews outgoing materials and correspondence for internal 
consistency and conformance with supervisor's procedures; 
assures that proper clearances have been obtained, when 
needed. 


d. Collects information from the files or staff for routine 
inquires on office program(s) or periodic reports. Refers 
nonroutine requests to supervisor or staff. . 


e. Explains to subordinate staff supervisor's requirements 
concerning office procedures. Coordinates personnel and . 
administrative forms for the office and forwards for 
processing. 


LR-3 Uses greater judgment and initiative to detenmine the approach or 
action to take in nonroutine situations. Interprets and adapts 
guidelines, including unwritten policies, precedents, and practices, 
which are not always completely applicable to changing situations. 
Duties include or are comparable to the following: 


a. Based on a knowledge of the supervisor's views, composes 
correspondence on own tnitiative about administrative 
matters and general office policies for supervisor's approval. 


b. Anticipates and prepares materials needed by the supervisor 
for conierences, correspondence, appoir tments, meetings, 
telephone calls, etc., and informs supervisor on matters to 


be considered. 

c. Reads publications, regulations, and directives and takes 
action or refers those that are important to the supervisor 
and staff. 

d. Prepares special or one-time reports, summaries, or replies . 


to inquires, selecting relevant information from a variety of 
sources such as reports, documents, correspondence, othe: 
offices, etc., under general direction. 


e. Advises secretaries in subordinate offices on new 
procedures; requests information needed from the 
subordinate office(s) for periodic or special conferences, 
reports, inquires, etc. Shi‘ts clerical staff to accommodate 
work load needs. 
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LR-4 Handles a wide variety of situations and conflicts involving the 
clerical or administrative functions of the office which often cannot 
be brought to the attention of the executive. The executive sets the 
overall objectives of the work. Secretary may cipate in 
developing the work deadlines. Duties include or are comparable 
to the following: 


a. 


Composes correspondence requiring some understanding of 
technical matters; may sign for executive when technical or 
policy content has been authorized. 


Notes commitments made by executive during meetings and 
arranges for staff implementation. On own initiative, 
arranges for staff member to represent organization at 
conferences and meetings, establishes appointment 
priorities, or reschedules or refuses appointments or 
invitations. 


Reads outgoing correspondence for executive's approval and 
alerts writers to any conflict with the file or departure from 
policies or executive's viewpoints; gives advice to resolve the 
problems. 


Summarizes the content of incoming materials, specially 
gathered information, or meetings to assist executive; 

coordinates the new information with background office 
sources; draws attention to important parts or conflicts. 


In the executive's absence, ensures that requests for action 
or information are relayed to the appropriate staff member; 
as needed, interprets request and helps implement action; 
makes sure that information is furnished in timely manner; 
decides whether executive should be notified of important or 
emergency matters. 


Exclude secretaries performing any of the following duties: 


a. 


Acts as office manager for the executive's or tion, e.g.. 
determines when new procedures are needed for changing 
situations and devises and implements alternatives; revises 
or clarifies procedures to eliminate conflict or duplication; 
identifies and resolves various problems that affect the 
orderly flow of work in transactions with parties outside the 
organization. 


Prepares agenda for conferences; explains discussion topics 
to participants; drafts introductioris and develops 
background information and prepares outlines for executive 
or staff member(s) to use in writing speeches. 


Advises individuals outside the organization on the 
executive's views on major policies or current issues facing 
the organization; contacts or responds to contacts from high- 
ranking outside officials (e.¢., city or State officials, Member 
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of Congress, presidents of national unions or large national 
or international firms, etc.) in unique situations. These 
officials may be relatively inaccessible, and each contact 
ically must be handled differently, using judgment and 
iscretion. 


Criteria for matching secretaries by level 


Level of Secretary's Responsibility 


Level of Secretary's 
Supervisor 
LR-1 LR-2 LR-3 LR-4 
LS-1 I*{1141) 11(1 142) (1143) [V(1144) 
LS-2 I*(1141) I11(1 143) r'v(1 144) V(1145) 
LS-3 1*(1141) ['vil144) V(1145) V(1145) 
“Regardless of LS Level. 
TYPIST 


Uses a manual, electric, or automatic typewriter to type various 
materials. Included are automatic typewriters that are used only to 
record text and update and reproduce previously typed items from 
magnetic cards or age. May include typing of stencils, mats, or similar 
materials for use in duplicating processes. May do clerical work involving 
little special training, such as keeping simple records, filing records and 
reports, or sorting and distributing incoming mail. 


Excluded from this definition is work that involves: 


a. typing directly ‘rom spoken material that has been recorded 
on discs, cylinders, belts, tapes, or other similar media; 


b. _ the use of varitype machines, composing equipment, or 
automatic equipment in preparing material for printing: and 


c. familiarity with specialized terminology in various keyboard 
commands to manipulate or edit the recorded text to 
accomplish revisions, or to perform tasks such as extracting 
and listing items from the text, or transmitting text to other 
terminals, or using sort commands to have the machine 
reorder material. ically requires the use of automatic 
equipment which may be either computer linked or have a 
programmable memory so that material can be organized in 
regularly used formats or performed paragraphs which can 
then be coded and stored for future use in letters or 
documents. 
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Typist I 1221 


Performs f following: copy typing from rough or clear 
drafts; routine typing of forms, insurance policies, etc: setting up simple 
standard tabulations; or copying more complex tables already set up and 


spaced properly. 
Typist I 1222 


Performs one or more of the following: typing material in final form 
when it involves combining material from several sources; cr 
responsibility for correct spelling, syllabication, punctuation, etc., of 
technical or unusual words or foreign language materials; or planning 
layout and typing of complicated statistical tables to maintain uniformity 
and balance in spacing. May type routine form letters, varying details to 
suit circumstances. 


PERSONNEL CLERK/ASSISTANT (Employment) 


Personnel clerks/assistants (employment) provide clerical and 
technical support to personnel professionals or managers in internal 
matters relating to recruiting, hiring, transfer, change in pay status, and 
termination of employees. At the lower levels, clerks/assistants primarily 
provide basic information to current and prospective employees, 
maintain personnel records and information lis , and prepare and 
process papers on personnel actions (hires, transfers, changes in pay, 
etc.). At the higher levels, clerks/assistants (often titled personne 
assistants or specia‘ists) may perform limited aspects of a personnel 
professicnal's work, e.g., interviewing candidates, recommending 
placements, and preparing personnel reports. Final decisions on 
— < actions are made by personnel professionals or managers. 

e clerks/assistants may perform a limited amount of work in other 


s ties, such as benefits, compensation, or employee relations. 
ing may be required at any level. 
Excluded are: 
a. workers who primarily compute and process payrolls or 


compute and/or respond to questions on benefits or 
retirement claims; 


b. workers who receive additional pay primarily for maintaini 
and safeguarding personnel record files: ™ 


c. workers whose duties do not require a knowledge of 
personnel rules and procedures, such as receptionists, 
messengers, typists, or stenographers; 


d. workers in positions requiring a bachelor's degree; and 
e. workers who are primarily compensated for duties outside 


the ae specialty, such as benefits, compensation, 
or employee relations. 
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Positions are classified into levels on the basis of the folluwing 
definitions. The work described is essentially at a responsible clerical 
level at the low levels and progresses to a staff assistant or technician 
level. At level III, which is transitional, both types of work are described. 
Jobs which match either type of work described at level Ill, or which are 
combinations of the two, can be matched. 


Personnel Clerk, Assistant (Employment) |! 1311 


Performs routine tasks which require a knowledge of personnel 
procedures anid rules, such as: providing simple employment information 
and appropriate lists and forms to applicants or employees on types of 
jobs being filled, procedures to follow, and where to obtain additional 
information: ensuring that the proper forms are completed for name 
c . locator information, applications, etc. and reviewing completed 
forms for signatures and proper entries; or maintaining personnel 
records, contacting appropriate sources to secure any missing items, and 
posting items such as daies of promotion, transfer. and hire, or rates of 
pay or personal data. (If this information is computerized, skill in coding 
or entering information may be needed as a minor duty.) May ansrver . 
outside inquiries for simple factual information, such as verification of 
dates of employment in response to credit checks on 

| or other duties may be performed. 


em 
May be assigned work to provide training for a higher level position. 


Detailed rules and procedures are available for all assignments. 
ee ae Se Gee ae ee le at all times. 
Work is spot checked, often on a daily :. 


Personnel Clerk/Assistant (Empioyment) I! 1312 


Examines and/or Spec pees action documents using 

eo in applying procedures and policies. Ensures that 

ormation is complete and consistent and determines whether further 
discussion with applicants or employees is needed or whether 
information must be checked against additional files or listings. Selects 
—— precedents, rules, or procedures from a number of 

ternatives. Responds to varied questions from applicants, employees. 
or managers for readily available information which can be obtained from ‘ 
file material or man ; responses require skill to secure cooperation in 
correcting improperly completed personnel documents or to explain 
regulations and procedures. May provide information to m on , 
availability of applicants and status of hi actions; may veri 
employment dates and places supplied on job applications; may 
maintain personnel records; and may administer typing and stenography 
tests. 


Completes routine . Detailect guidance is 


assignments independen 

available for situations which deviate from sonablached ents. 
Clerks/assistants are relied upon to alert er level cierks/assistants 
or supervisor to such situations. Work may be spot checked periodically. 
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Personnel Clerk/ Assistant (Employment) III 1313 
Type A 


Serves as a clerical expert in independently processing the most 
complicated types of personnel actions, e.g., temporary employment, 
rehires, and dismissals and in providing information when it is nec 
te consolidate data from a number of sources, often with short deadlines. 
Screens applications for obvious rejections. Resolves conflicts in 
computer listings or other sources of employee information. Locates lost 
documents or reconstructs information using a number of sources. May 
check references of applicants when information in addition to dates and 
miaces of past work is needed, and judgment is required to ask 

‘propriate routine follow-up questions. — provide guidance to lower 
levci clerks. Supervisory review is similar to level Ii. 


AND/OR 


Type B 


Performs routine personnel assignments beyond the clerical level, 
such as: orienting new employees to progiazns, facilities, rules on time 
and attendance, and leave policies; computing basic statistical 
information for reports on manpower profiles, EEO progress and 
accomphshments, hiring activities, attendance and leave profiles, 
turnover, etc.; and screening applicants for well-defined positions, 
rejecting those who do not qu ify for available openings for clear cut 
reasons, referring others to ty employment interviewer. 
Guidance is provided on possible sources of information, methods of 
work, and types of reports needed. Completed written work receives 
close technica’ review from higher level personnel office employees; other 
work may be checked occasionally. 


Personnel Clerk/Assistant (Employment) IV 1314 


Performs work in support of personnel professionals which requires a 
good working knowledge of personne! procedures, guides, and 
precedents. In representative assignments: interviews applicanis. 
obtains references, and recommends placement of applicants in « few 
well-defined occupations (trades or clerical) within a stable orgaiuzation 
or unit; conducts post-placement or exit interviews to identify job 
adjustment problems or reasons for leaving the organization; performs 
routine statistical analyses related to manpower, EEO, hiring, or other 
employment concerns, ¢.g., com s one set of data to another set as 
instructed; and —— applicants through employment agencies for 
clerical or blue-collar jobs. Ai this level, assistants typically have a range 
of personal contacts within and outside the organization and with 
- a ee and must be tactful and articulate. May perform some 
clerica! work in addition to the above duties. Supervisor reviews 
completed work against stated objectives. 
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Personnel Clerk/Assistant (Employment) V 1315 


Workers at this level perform duties similar to level IV, but are 
responsible for more complicated cases and work with greater 
independence. Performs limited aspects of professional personnel work 
dealing with a variety of occupations common to the organization which 
are clear-cut and stable in employment requirements. Typical duties 
include: researching recruitment sources, such as employment agencies 
or state manpower offices, and advising managers on the avajlability of 
candidates in cormmon occupations; screening and selecting employees 
for a few routine, nonpermanent jobs, such as summer employment; or 
answering inquiries on a controversial issue, such as a hiring or 
promotion freeze. These duties often require considerable skill and 
diplomacy in communications. Other typical duties may include: 
surveying managers for future hiring requirements; developing 
newspaper vacancy announcements or explaining job requirements to 
employment agencies for administrative or professional positions; or 
reviewing th. effect of organization wide personnel procedural changes 
on local employment 1 yyy (e.g., automation of records, new 
affirmative action goals). May incidentally perform some clerical duties. 
Supervisory review is similar to level IV. 


R ING CLERK ISTANT 


Provides clerical or technical support to buyers or contract specialists 
who deal with suppliers, vendors, contractors, etc., outside the 
organization to purchase goods, materials, equipment, services, etc. 
Clerks/assistants at level I prepare and process purchase documents, 
such as purchase orders, invitations to bid, contracts, and supporting 
papers. Clerks/assistants at level II also examine, review, oe and 
.ontrol these documents to assure accuracy, correctness, and correct 
processing. Clerks/assistants at levels III and IV may also expedite 
purchases already made, by contacting vendors and ree and 
recommending reactions to supplier problems related to delivery, 
availability of goods, or any other part of the purchase agreement. 
Clerks/assistants at level IV may also develop technical information for 
buyers, e.g., comparative information on materials sought. 


All assignments require a practical knowledge of internal purchasing 
procedures and operations. Assignments above level I require experience 
in appl g regulations, guidelines, or manuals to specific transactions. 
Clerks/assistants may type purchasing documents or perform work 
described at lower levels, as needed. Final decisions on purchasing 
transactions are made by buyers, contract specialists, or supervisors. 


Excluded are: 


a. typists, file clerks, general clerks, secretaries, receptionists, 
and trainees not required to have a knowledge of internal 
purchasing procedures and operations; 


b. workers who process or expedite the purchase of items for 
direct sale, either wholesale or retail; 
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c. workers who as a primary duty: maintain a filing system or 
listing to monitor inventory levels; reorder items by phone 
under ongoing contracts; or receive and disburse supplies 
and materials for use in the organization; 


d. production expediters or controllers who primarily ensure 
the timely arrival and coordination of purchased materials 
with assembly line or production schedules and 
requirements; 


e. purchasing expediters who only check on the status of 
por] already made and who do not analyze the facts at 
d and do not make recommendations for either extension 
of delivery dates or for other similar modifications to the 
purchase agreement, as described at level III, b; 


3 positions which require a technical paren of equipment 
characteristics and parts, production control, or 
manufacturing methods and procedures; 


g. positions requiring a bachelor’s degree; and 
h. buyers. 


Positions are classified into levels based or. the following definitions 
according to the complexity of the work, the condition of the purchase, 
and the amount of supervision. 


ng Clerk istant I 1321 


Following well established and clear-cut procedures and instructions, 
prepares and processes documents such as purchase orders, invitations 
to bid, contracts, and a gues papers. Enters such prescribed 
information as quantities, model numbers, addresses and prices, after a 
higher level employee screens the requisition for completeness and 
accuracy. Posts data from requisitions to internal controls. Work 

uires a knowledge of proper terminology (including spelling and 
abbreviations) and some judgment in selecting the appropriate procedure 
or nrecedent for each transaction. Contacts are usually limited to the 
supervisor and the immediate work unit. Receives step-by-step 
instruction on new assignments. Refer questions to supervisor who may 
spot check work on a daily basis. 


l i HT 1322 


According to detailed procedures or regulations, examines documents 
such as requisitions, purchase orders, invitations to bid, contracts, and 
supporting papers. Reviews purchase requisitions to determine that 
correct item descriptions, prices, quantities, discount terms, shipping 
instructions, and/or delivery terms have been included and selects 
—_——_ purchase phrases and forms from prescribed lists or files. 
Obtains any missing or corrected information and prepares purchase 
orders for supervisory approval. Contacts are usually within the 
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organization to verify or correct factual information. May contact 
vendors for information about purchases already made and may reorder 
items under routine and existing purchase arrangements where few, if 
any, questions arise. Receives detailed instructions on new assignments. 
Refers questions to supervisor who may spot check work on a daily 
basis. 


Clerks or assistants at this level examine documents for orders of 
standard goods, oupyeee. equipment or services, and/or for orders of 
spec items when the complexity of the item does not affect the 
assistant’s work, i.e., the assistant is not required to use considerable 
judgment to find a previous transaction to use as a guideline, as 
described at level Ill, a. 


rchasing Clerk istant III 1323 


Assistants at this level perform assignments described in paragraphs 
a or b, or a combination of the two. 


a. Reviews and prepares purchase documents for specialized 
items, such as items with optional features or technical 
equipment requiring precise specifications. Since the 
transactions usually require special purchasing conditions, 
e.g., multiple deliveries, provision of spare parts, or 
renegotiation terms, considerable judgment is needed to find 
previous transactions to use as guidelines; as required, 
adapts phrases or clauses in guideline transactions that 
apply to the purchase at hand. May review purchasing 
documents prepared by lower level clerks or by personnel in 
other organization units to detect processing discrepancies 
or to clarify documents. May advise employees on how to 
prepare requisitions for items to be ordered. 


b. Expedites purchases by making r m ions f 
based on simple analyses of the facts at hand, organization 
guidelines, and the background of the purchase: contacts 
suppliers to obtain information on deliveries or on contracts; 
based on clear-cut guidelines for each of purchase and 
previous = nega of suppliers, availability of item, or 
impact of delay, recommends extension of delivery dace or 
other similar modifications. May decide to refer problems to 
tengo packaging, or other organization specialists. 
ay reorder standard items under a variety of existin 
urchase agreements where judgment is needed to as 
urther questions and to follow-up and coordinate 
transactions. 


Expediters at this level facilitate purchases of standard goods, 
supplies, equipment, or services, and/or purchases of specialized items 
when the complexity of the item does not affect the assistant’s work, i.e., 
the assistant does not coordinate requests for minor deviations from 
contract specifications, etc., as described at level IV, b. 
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Clerks or assistants at this level coordinate information with buyers 
and outside suppliers and keep others informed of the progress of 
transactions. Major changes in regulations and procedures are 
explained by the supervisor. Unusual situations are referred to the 
supervisor who also spot checks completed 
work for adequacy. 


Purchasing Clerk/Assistant IV 1324 


Assistants at this level have a good understanding of purchase 
circumstances for specialized items--what to buy, where to buy, and 
under what terms buyers negotiate and make purchases. They perform 
aaeipuments described in paragraphs a, b, or c, or a combination of any 
of these. 


a. Reviews and prepares purchase documents for highly 
specialized items where few precedent transactions exist that 
can be used as guidelines and where provisions such as 
fixed-price contracts with escalation, price redetermination, 
or cost incentives clauses are needed. Complicated 
provisions for progress payments, for testing and evaluating 
ordered items, or for meeting production schedules may also 
exist. As necessary, drafts special clauses, terms, or 
requirements for unusual purchases. Provides authoritative 

ormation to others on purchasing procedures and assures 
that documents and transactions agree with basic 
procurement policies. 


b. Expedites purchases of specialized items when the 
complexity of the items does affect the assistant’s work (see 
level III, b.). Investigates supplier problems and coordinates 
requests for minor deviations from the contract 
specifications with specialists, buyers, suppliers, and users. 
Recommends revisions to contracts or purchase agreements, 
if needed, based upon organization requirements. May 
reorder technical and specialized items within existing 
purchase contracts which contain special purchasing 
conditions. Questions which arise are handled similarly to 
those in level III, b. 


Cc. Furnishes technical support to buyers or contract 

specialists, using a detailed knowledge of internal 
urchasing transactions and procedures, e.g., analyzes bids 

or contracts to determine the possible number and interest 
of bidders for standard commodities and services; assembles 
contracts and drafts special clauses, terms or requirements 
for unprecedented purchases, e.g., for specially designed 
equipment or for complex one-time transactions; gathers and 
summarizes information on the availability of special 
equipment and the ability of suppliers to meet the 
organization's needs. 


Assistants at this level seek guidance on highly unusual problems but 
are expected to propose solutions for supervisory approval. Instructions 
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are provided on new procurement policies. Supervisory review is similar 
to level Ill; drafts of special clauses, etc., are reviewed in detail. 


NOTE: Positions above level IV are excluded. Workers in such 
positions either (1) negotiate agreements with 
contractors on minor changes in the terms of 
established contracts; or (2) analyze and make 
snssumnencaiions about poapen Is a 
specialized equipment, about the soivency 
performance of supplying firms, or about clerical 
processing methods needed to fit new purchasing 
policies. 


GENERAL CLERK 


Performs a combination of clerical tasks to support office, business or 
administrative operations, such as: maintaining records; receiving, 
preparing, or verifying documents; searching for and compiling 
information and data; responding to routine requests with standard 
answers (by phone, in person, or by correspondence). The work requires 
a basic knowledge of proper office procedures. Workers at levels I, II, 
and III follow prescribed procedures or steps to process paperwork; they 
may perform other routine office support work, (e.g., typing, filing, or 
operating a keyboard controlled data entry device to transcribe data into 
a form suitable for data processing). Workers at level IV are also required 
to make decisions about the adequacy and content of transactions 
handled in addition to following proper procedures. 


Clerical work is controlled (e.g., —~ ¢ spot checks, complete 
review, or subsequent processing) for both quantity and quality. 
Supervisors (or other employees) are available to assist and advise clerks 
on difficult problems and to approve their suggestions for significant 
deviations from existing instructions. 


Excluded from this definition are: workers whose pay is primarily 
based on the performance of a single clerical duty such as typing, 
stenography, office machine operation, or filing; and other workers, such 
as secretaries, messengers, receptionists or public information 
—— who perform general clerical tasks incidental to their primary 

uties. 


General Clerk | 1331 


Follows a few clearly detailed procedures in poems simple 
repetitive tasks in the same sequence, such as filing precoded documents 
in a chronological file or operating office equipment, e.g., mimeograph, 
photocopy, addressograph or mailing machine. 


General Clerk II 1332 


Follows a number of specific procedures in completing several 
repetitive clerical steps performed in a prescribed or slightly varied 
somaenee. such as coding and filing documents in an extensive 
alphabetical file, simple posting to individual accounts, opening mail, 
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opening mail through metering machines, and calculating and posting 
charges to departmental accounts. Little or no subject-matter knowledge 
is required, but the clerk needs to choose the proper procedure for each 
task. 


General Clerk III 1333 


Work requires a familiarity with the terminology of the office unit. 
Selects appropriate methods from a wide variety of procedures or makes 
simple adaptations and interpretations of a limited number of 
substantive guides and manuals. The clerical steps often vary in type or 
sequence, depending on the task. Recognized problems are referred to 
others. 


Typical duties include a combination of the following: maintaining 
time and material records, taking inventory of equipment and supplies, 
answerin gpestans on departmental services and functions, operating a 
variety of office machines, posting to various books, balancing a 
restricted group of accounts to controlling accounts, and assisting in 
pegeratien of budgetary requests. May oversee work of lower level 
. clerks. 


eneral Clerk IV 1334 


Uses some subject-matter knowledge and judgment to complete 
assignments consisting of numerous steps that 7 in nature and 
sequence. Selects from alternative methods and refers problems not 
solvable by adapting or interpreting substantive guides, manuals, or 
procedures. 


Typical duties include: assisting in a variety of administrative 
matters; maintaining a wide variety of financial or other records; 
verifying statistical reports for accuracy and completeness; and handling 
and adjusting complaints. May also direct lower level clerks. 


Positions above level IV are excluded. Such positions (which may 
include supervisory responsibility over lower level clerks) require workers 
to use a thorough knowledge of an office’s work and routine to: 1) choose 
among widely varying methods and procedures to process complex 
transactions; and 2) select or devise steps necessary to complete 

j assignments. Typical jobs covered by this exclusion include 
administrative assistants, clerical supervisors, and office managers. 
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